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ashingto ate Arcatves Consultation Draft — Version 5.1 (May 2011)

Office of the Secretary of State

This schedule applies to: All State Government Agencies

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of public records documenting common functions and activities of state government
agencies, including Universities and Community and Technical Colleges. It is to be used in conjunction with the other approved schedules that relate to the
unigue functions of the agency.

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of state resources.

Public records designated as ARCHIVAL must not be destroyed. Records designated as ARCHIVAL (Appraisal Required) must be appraised by the Washington
State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such public records
must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an existing
public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and procedures
for public records requests.

Revocation of previously issued records retention schedules
All previous versions of the State Government General Records Retention Schedule are revoked. State Agencies must ensure the retention and disposition of
public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on XXXX xx, 2011.

For the Attorney General: Traci Friedl| For the State Auditor: Emily Johnson For the Office of Financial The State Archivist: Jerry Handfield
Management: Heather Matthews
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REVISION HISTORY

Version | Date of Approval Extent of Revision

1.0 November 1991 | General Update

2.0 July 1997 General Update

3.0 Summer 2001 General Update

3.5 April 2005 General Update

4.0 November 2005 General Update

5.0 October 6, 2010 Changes to format, Glossary Updated, Indexes Added, Standardized Archival Designations and proper citation of RCW's.

All records series reorganized into six functional areas: Agency Management, Asset Management, Financial Management, Human Resource

51 xx, 2011 Management, Records Management, and Records With Minimal Retention Value. New activities throughout, including Community Relations,

Risk Management, Security, Library Services, Public Disclosure, Publications, and Records Conversion. Several new records series and multiple
discontinued series. (Please reference the Revision Guide for detailed information.)
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1. AGENCY MANAGEMENT

The function relating to the overarching management of the state government agency and its general administration. Also includes managing the agency’s
interaction with its community, and legal matters.

1.1 COMMUNITY RELATIONS

The activity of state agencies providing training to outside parties such as other state employees, contractors, customers, or the public.

DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY o1 ::;z:\'ll::-(l)oNNAAcl'\ll':::)N DESIGNATION
: NUMBER (DAN)
Advertising and Promotion NEW DAN Retain for 6 years after end NON-ARCHIVAL
Records relating to the planning and/or execution of educational or promotional Rev.0 of fiscal year NON-ESSENTIAL
events and campaigns conducted by the agency to promote the agency’s mission or then OFM
business. Destroy.
Excludes records relating to promotional campaigns conducted by commodities
commissions to promote consumption of Washington State commodities.
Charity Fundraising GS 09021 Retain for 6 years after end NON-ARCHIVAL
Records documenting the agency’s coordination, participation and support of Rev. 1 of fiscal year NON-ESSENTIAL
fundraising campaigns and promoting employee payroll deductions for charities. then OPR

. . Destroy.
Includes, but is not limited to: v

e Decision process for selecting charity campaigns to support;
e Communication between the agency and charities;

e Dissemination of charity information;

e Arrangements and promotion of campaign events.

Excludes authorization of payroll deductions covered by GS 01060 and GS01061.

Excludes the Office of the Secretary of State’s records related to the whole of
government coordination of the Combined Fund Drive.

1. AGENCY Page 5 of 117
MANAGEMENT
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1.1 COMMUNITY RELATIONS
The activity of state agencies providing training to outside parties such as other state employees, contractors, customers, or the public.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(T)I;:YTT:)ONNAQ:?'E)N DESIGNATION
: NUMBER (DAN)
Press Releases GS 05003 Retain for 2 years after date ARCHIVAL
Press or news releases issued by an agency to the media to inform the public about Rev. 0 of issue (Appraisal Required)
events, activities and accomplishments. then NON-ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
Public Information Office, Reference Files GS 05005 Retain for 2 years after date ARCHIVAL
Records documenting activities of an agency, generally organized by subject. Rev. 0 of document (Appraisal Required)

Provides a record of events, issues and subjects related to an agency’s programs,
missions and activities. Used to provide background information in responding to
pubic information requests.

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL

1. AGENCY
MANAGEMENT
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1.2 CONTRACTS AND PURCHASING RECORDS
The activity of managing purchasing records generated by state agencies in the course of procuring services, supplies, and equipment.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI:IEI)E:\TI::-IOONNAAC?'I[Z)N DESIGNATION
: NUMBER (DAN)
Bid, Invitation To/Request for Proposal GS 06004 Retain for 6 years after NON-ARCHIVAL
Solicitation of bids from vendors. May include related working papers, SF GEN-PUR- Rev. 0 closure or cancellation date NON-ESSENTIAL
008 or similar agency-specific form, Request for Proposal (RFP), Request for then
Information (RFI), and Request for Qualifications and Quotations (RFQQ). Destroy.
Bids/Proposals, Unsuccessful GS 06007 Retain for 3 years after bid NON-ARCHIVAL
Documentation of the bids submitted to provide goods or services which were not Rev.0 award or cancellation date NON-ESSENTIAL
chosen or failed to meet requirements. May include lists of ranking of unsuccessful then
bidders, financial information about the bidders, resumes, proposals, pricing sheets Destroy.
and other related materials, in addition to the unsuccessful bids.
Contracts and Agreements GS 06008 Retain for 6 years after NON-ARCHIVAL
Instruments signed by the agency and one or more parties that set out terms and Rev. 1 termination or expiration of ESSENTIAL
instrument OPR

conditions to which the signing parties agree or submit.

Includes, but is not limited to:

e Lease, escrow, and rental agreements;

e Liability waivers (hold harmless, insurance, etc.);

e |Inter-agency, intra-agency, and inter-governmental agreements;
e Warranties;

e Personal service, client service, purchasing agreements;

e Vendor bonds.

Excludes public records transfer agreements with Washington State Archives
covered by NEW DAN (Transfer of Legal Custody of Records p. 99).

then
Destroy.

1. AGENCY
MANAGEMENT
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1.2 CONTRACTS AND PURCHASING RECORDS

The activity of managing purchasing records generated by state agencies in the course of procuring services, supplies, and equipment.

DISPOSITION
'LEO"." DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\_'JLONNA‘;':%N DESIGNATION
NUMBER (DAN)

Purchase Authority GS 06002 Retain for 6 years after NON-ARCHIVAL
Authority for an agency to accomplish its own purchases. May be State Form GEN- Rev. 0 superseded ESSENTIAL
PUR-007 or similar agency-specific form. then

Destroy.
Supply and Equipment Requests GS 06001 Retain for 30 days after date NON-ARCHIVAL
Internal agency documents used to request the purchase of supplies and Rev. 0 of receipt NON-ESSENTIAL
equipment. then

Destroy.

1. AGENCY Page 8 of 117
MANAGEMENT




S

Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule
Consultation Draft — Version 5.1 (May 2011)

1.3 EXECUTIVE LEVEL RECORDS
The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.
This activity does not include routine office records or program level records.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)I;:\':::I)ONNAAC[\II':)ON DESIGNATION
NUMBER (DAN)
Appointment Records, Official GS 10012 Retain for 6 years after ARCHIVAL
A record of the procedure by which members are asked to serve by appointment or Rev.0 termination of appointment | (Appraisal Required)
recommendation on any committee, commission, council, board or task force. May then NON-ESSENTIAL
include correspondence, official appointment letters, instructions, notices of Transfer to Washington
termination or re-appointment and other related documentation. State Archives for appraisal
and selective retention.
Calendars, Executive GS 10008 Retain for 4 years after date ARCHIVAL
A record of appointments, task lists, and meeting schedules. Provides a day-by-day Rev. 0 of document (Appraisal Required)

record of official activities.

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL

1. AGENCY
MANAGEMENT

Page 9 of 117




S

Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule
Consultation Draft — Version 5.1 (May 2011)

1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.

Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘T(I)ONNAI::"\‘I':Z)N DESIGNATION
: NUMBER (DAN)

Correspondence — Executive/Official GS 10007 Retain for 4 years after ARCHIVAL
Internal and external communications to or from the agency’s elected official(s) Rev.1 communication received or (Appraisal Required)

and/or executive management concerning policy issues, concerns, actions or issues,
and that are not covered by a more specific records series.

Includes all communication types, regardless of format:

e Correspondence, email;
e Web sites/forms/pages, social networking posts and comments, etc.;

Includes, but is not limited to:

e Requests for and provision of information/advice;
e Agency-initiated information/advice.

Excludes public records requests covered by GS 05001.
Excludes the provision of routine information covered by GS 50001.

Note: Information/advice published online by the agency continues to be
“provided” until the date it is removed/withdrawn.

provided, whichever is later
then

Transfer to Washington

State Archives for appraisal

and selective retention.

NON-ESSENTIAL
OFM

1. AGENCY
MANAGEMENT
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1.3 EXECUTIVE LEVEL RECORDS
The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.
Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.
This activity does not include routine office records or program level records.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;E?TT(I)ONNAI:ZI'\II'::)N DESIGNATION
NUMBER (DAN)
History Files GS 10013 Retain for 5 years after end ARCHIVAL
Documentation of the history and development of an office, program or event. Rev.0 of calendar year (Appraisal Required)
May include photographs, videotapes, newsletters, scrapbooks or articles. then NON-ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
Interpretive and Policy Statements GS 10014 Retain for 3 years after ARCHIVAL
Official statements of policy adopted by an agency, board or commission. Includes Rev.0 superseded (Appraisal Required)
an agency's interpretation of a statute, rule or other provision of law, of a court then ESSENTIAL
decision, or of an agency order. Transfer to Washington
State Archives for appraisal
and selective retention.
Minutes and Files of Policy-Setting Meetings GS 10004 Retain for 6 years after date ARCHIVAL
Minutes, agendas, and meeting files of the governing body of an agency or of Rev. 0 of document (Appraisal Required)
then ESSENTIAL

meetings that formulate policy, rules or regulations for an agency or a number of
agencies. May include multi-media recordings.

Transfer to Washington
State Archives for appraisal
and selective retention.

1. AGENCY
MANAGEMENT
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1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.

Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E?TT(I)ONNAI:ZI'\JI':Z)N DESIGNATION
NUMBER (DAN)
Papers of Executive Direction GS 10005 Retain for 4 years after date ARCHIVAL
A record of formal statements at the executive level of an agency, in regard to Rev. 0 of document (Appraisal Required)
agency policy, actions, and mission. May include issuances, directives, records of then ESSENTIAL
briefings and presentations of policy in any form. Transfer to Washington
State Archives for appraisal
and selective retention.

Policies and Procedures GS 10002 Retain for 6 years after ARCHIVAL
Policies and procedures issued at the executive level of an agency to address Rev. 0 superseded (Appraisal Required)
agency-wide operations, critical agency functions, or issues of public visibility or then POSSIBLY
concern. May include formal directives, formal policy statements, printed or Transfer to Washington ESIS_E,NTIALd
published procedures manuals, bulletins, orders and rules or notices. State Archives for appraisal p(rz(;zljfeinfor
Note: This series does not apply to policies and procedures that regulate activities and selective retention. essential
outside the agency or ones that are established through statute or through operations)

Washington Administrative Code (WAC) procedures. See GS 10009 Rules and
Regulations (Washington Administrative Code).

1. AGENCY
MANAGEMENT
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1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.

Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(.;i:\"I::-(I)ONNAI::"\:'::)N DESIGNATION
NUMBER (DAN)

Quality and Performance Improvement Documentation GS 10011 Retain for 6 years after date ARCHIVAL
Documentation of plans and processes for improving agency quality and Rev. 0 of document (Appraisal Required)
performance. May include meeting documentation, plans, reports, presentations, then NON-ESSENTIAL
training materials, correspondence, performance measures, statistic’s, and Transfer to Washington
recommendations associated with efforts such as quality improvement, the State Archives for appraisal
Performance Partnership, Balanced Scorecard, Plain Talk, and the Government and selective retention.
Management, Accountability and Performance Program (GMAP).
Rules and Regulations (Washington Administrative Code) GS 10009 Retain for 6 years after ARCHIVAL
Agency records of filings, hearings, justification statements, meeting tapes and Rev.0 superseded (Appraisal Required)
other documents related to the development and enactment of official rules and then NON-ESSENTIAL
regulations for inclusion in the Washington Administrative Code (WAC). Transfer to Washington
Note: For WACs that are not superseded within 6 years of implementation, the State Archives for appraisal
agency must make a complete copy of the file for agency use and deliver the and selective retention.
original documents to the State Archives for historical preservation.
Speeches and Writings GS 10006 Retain for 6 years after date ARCHIVAL
A record of speeches, including tapes, videos and transcripts, and written Rev. 0 of document (Appraisal Required)

presentations and other writings by the agency head or other executive level
official, concerning agency policy, concerns, actions or issues.

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL

1. AGENCY
MANAGEMENT
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1.3 EXECUTIVE LEVEL RECORDS

The activity relating to the executive level of an agency, including records which document the policies, procedures, and administration of an agency.

Records created at this level are designated ‘Archival’ and must be transferred to the Washington State Archives after their retention has been satisfied.

This activity does not include routine office records or program level records.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;?::‘T(I)ONNAI::"\‘I':Z)N DESIGNATION
: NUMBER (DAN)
Studies and Operational Plans GS 10001 Retain for 4 years after ARCHIVAL
Major studies and plans initiated at the executive level and/or conducted in Rev. 0 superseded or no longer (Appraisal Required)
response to a legislative order, executive order, federal requirement or court order. PP ESSENTIAL (o]
Generally addresses agency-wide operations or issues, affects the most important then _ ¢ ip Ians
or most critical agency functions, or addresses areas of public visibility or concern. Transfer t? Washlngton. og;s‘tﬁ:s‘zr
Excludes strategic plans covered by GS 10001. State Arch.|ves for appralsal services)
and selective retention.

Excludes work plans covered by NEW DAN.
Note: This series does not apply to program-specific plans.
Subject Files, Executive Level GS 10003 Retain for 4 years after date ARCHIVAL
Executive level documentation of the administration of agency activities. May Rev.0 of document (Appraisal Required)

include organizational charts, narrative reports, reports from agency divisions and
sub-divisions, studies, news releases, newspaper clippings, correspondence, copies
of minutes of meetings, management team meeting minutes, agendas and other
materials.

Note: This series does not apply to program-level records.

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL

1. AGENCY
MANAGEMENT
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.
DISPOSITION
III%M DESCRIPTION OF RECORDS AUTHORITY DI::(.;I;:\']I'T(I)ONNAACT'EN DESIGNATION
NUMBER (DAN)
Administrative Plans, Working Files, Reports and Survey Results GS 09006 Retain for 2 years after date NON-ARCHIVAL
Plans, working files and reports resulting from routine administrative operations Rev. 0 of document NON-ESSENTIAL
and projects. May include work plans, compiled survey results, charts, diagrams, then
statistics, reports, research materials, drafts, and other documentation related to Destroy.
management studies, non-fiscal audits, survey’s and planning studies.
Brainstorm/Team Incentive Program (TIP) Documentation GS09012 Retain for 2 years after date NON-ARCHIVAL
Agency copies of all documentation regarding Brainstorm or Team Incentive Rev.0 of document NON-ESSENTIAL
Program (TIP) proposals. May include application copies, correspondence, award then
ceremony documentation, evaluations and other related documentation. Destroy.
Note: The Office of the Secretary of State retains the primary record copy. For
agency administered programs, see GS 09013 Employee Suggestion Program. For
fiscal documentation of the Brainstorm/Team Incentive Program (TIP) see GS 03031
Payroll Files. This series does not include fiscal documentation of prize money.
Complaints, Policy or Procedural GS 09016 Retain for 3 years after NON-ARCHIVAL
Complaints filed by state employees or the public relating to a policy and/or its Rev. 0 resolution of complaint NON-ESSENTIAL
implementation, procedures, or business practices that are being followed. May then
include documentation, filing forms, backup information, recommendations, Destroy.
resolutions and related memoranda and correspondence.
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)

The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking

and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply

to executive level records or agency program files.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI?:;E?I’T(I)ONNAI:ZI'\‘I'E)N DESIGNATION
: NUMBER (DAN)

Correspondence — General GS 09005 Retain for 30 days after NON-ARCHIVAL
Routine correspondence concerning day-to-day office administration and activities. Rev.1 date of document NON-ESSENTIAL

May include correspondence between other offices within an agency, routine
correspondence with other agencies, and correspondence with the public on
routine matters.

Note: This series does not include program correspondence (which is either scheduled
uniquely or covered by NEW DAN), or executive level correspondence covered by GS
10007.

then
Destroy.

OFM
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI?:(-;I;:\"I::-(I)ONNAI::I'\:'E)N DESIGNATION
: NUMBER (DAN)
Correspondence — Program NEW DAN Retain for 2 years after NON-ARCHIVAL
Internal and external communications to or from employees (includes contractors Rev. 0 communication received or NON-ESSENTIAL
and volunteers), that are made or received in connection with the transaction of provided, whichever is later OFM
public business, and that are not covered by a more specific records series. then
Destroy.

Includes all communication types, regardless of format: 4

e Correspondence, email;

e Web sites/forms/pages, social networking posts and comments, etc.;
Includes, but is not limited to:

e Requests for and provision of information/advice;

e Agency-initiated information/advice.
Excludes correspondence — executive covered by GS 10007.
Excludes public records requests covered by GS 05001.
Excludes the provision of routine information covered by GS 50001.
Note: Information/advice published online by the agency continues to be
“provided” until the date it is removed/withdrawn.
Employee Suggestion Program GS 09013 Retain for 6 years after date NON-ARCHIVAL
All documentation regarding an agency's Employee Suggestion Program. May Rev. 0 of document NON-ESSENTIAL
include applications, correspondence, award ceremony documentation, then
evaluations, and fiscal documentation of any prize money awarded. Destroy.
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)

The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking

and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply

to executive level records or agency program files.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(-;I;::::-(I)ONNAI::I'\‘I'E)N DESIGNATION
: NUMBER (DAN)
Material Safety Data Sheets (MSDS) or Allowed Substitute Record GS 09017 Retain for 30 years after NON-ARCHIVAL
Data sheets or allowed substitute records identifying hazardous chemical(s) by the Rev. 0 superseded POSSIBLY
chemical and common names(s) and listing all ingredients which have been or ' ESSENTIAL
determined to be health hazards. May include records of hazardous chemical use after chemicals covered by
and analyses using exposure or medical records. (WAC 296-802-20010 and WAC record are no longer used
296-802-20015) then
Destroy.

Minutes and Files of General Office Meetings GS 09009 Retain for 2 years after date NON-ARCHIVAL
Minutes, agendas and meeting files from agency staff meetings, internal Rev. 0 of document NON-ESSENTIAL
committees, task force committees and other internal agency meetings which meet then
to coordinate activities, work out problems, serve as sounding boards, or as Destroy.
vehicles for communication.
Plans, Routine GS 09008 Retain for 2 years after date NON-ARCHIVAL
Plans developed to guide routine administrative operations. May include work Rev.0 of document POSSIBLY

plans and plans for specific administrative projects.

Note: This series does not apply to agency-level planning which involves major
policy issues or agency-wide administrative matters.

then
Destroy.

ESSENTIAL (plans
for essential
operations or
services)
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)

The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking

and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply

to executive level records or agency program files.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI:IE(.I)E:\"I::-(I)ONNAI::"\‘I':Z)N DESIGNATION
: NUMBER (DAN)
Policies and Procedures, General Office, Routine GS 09001 Retain until superseded NON-ARCHIVAL
Policies and procedures covering the routine, day-to-day operations of an office or Rev.0 then POSSIBLY
unit. Destroy. ESSENTIAL
Note: This series does not include agency mission-related policies and procedures. rg)cc::jcl:er::;or
See GS 10002 Administrative Policies and Procedures. P .
essential
operations)

Project Files GS 09018 Retain for 6 years after end ARCHIVAL
Documentation of state projects which have innovative or historical significance. Rev. 0 of project (Appraisal Required)
May include project management documents such as project team notes, minutes then NON-ESSENTIAL

and agendas, studies, surveys, progress reports, correspondence, research and
background files, presentation materials, cost estimates, implementation plans and
final reports filed as part of the project subject.

Note: This series does not include capital projects, program files, federally-funded
or grant-funded projects.

Transfer to Washington
State Archives for appraisal
and selective retention.
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1.4 GENERAL OFFICE OPERATIONS (NON-EXECUTIVE)
The activity relating to the executive of routine agency/office administrative tasks. This section includes routine correspondence, subject files, tracking
and control records, and transitory records. This function relates to routine administrative records in paper, electronic, or other formats. It does not apply
to executive level records or agency program files.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(-;I;:\"I::-(I)ONNAI::I'\I"::)N DESIGNATION
: NUMBER (DAN)
Reference Files GS 09002 Retain until no longer NON-ARCHIVAL
Reference files containing copies of correspondence, reading or day files, mailing or Rev. 0 needed NON-ESSENTIAL
address lists, memoranda, notes, telephone message slips, routine requests, copies then
of reports, studies, articles, reference copies of minutes, distribution lists, Destroy.
calendars, appointment books, routine telephone logs and other general reference
information on office administrative issues and concerns, used to support
administrative analysis, planning and development.
Note: This series does not include executive level records or program level files. For
executive calendars see GS 10008 Executive Calendars.
Subject Files GS 09019 Retain for 2 years after end NON-ARCHIVAL
Files arranged alphabetically by topic for subjects of relevance to the work of an Rev. 0 of calendar year NON-ESSENTIAL
office. May include correspondence, memos reports and statistics. then
Note: This series does not include secondary copies. Destroy.
Survey Responses, Individual GS 09020 Retain until no longer NON-ARCHIVAL
Rev. 0 needed NON-ESSENTIAL

Individual responses to surveys or questionnaires.

then
Destroy.
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1.5 LEGALFILES
Legal actions involving state agencies are handled by the Office of the Attorney General, primarily by an Assistant Attorney General assigned to each
agency. Therefore, most records pertaining to legal actions are centralized under the auspices of the Attorney General. However, many state agencies
maintain separate files of correspondence with the Attorney General’s Office, information letter opinions, formal opinions and the issue files on legal
matters pertaining to the agency.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'JI'T(I)ONNAAC:I'%N DESIGNATION
: NUMBER (DAN)
Attorney General Letters, Informal Opinions and Correspondence GS 18002 Retain for 6 years after date ARCHIVAL
State agency copies of correspondence with the Office of the Attorney General. Rev.0 of document (Appraisal Required)
May include "Informal Attorney General Opinions." then NON-ESSENTIAL
Note: This series does not include the Attorney General's copy of this Transfer to Washington
correspondence. State Archives for appraisal
and selective retention.
Attorney General Opinions GS 18001 Retain for 6 years after date ARCHIVAL
A record of published, formal opinions on legal matters directly relating to the Rev.0 of document (Appraisal Required)
activities of a state agency. then POSSIBLY
Note: This series does not include the Attorney General's copy. Tran.sfer to Wash|r.1gton State ESSENTIAL
Archives for appraisal and
selective retention.
Attorney General’s Case Files — Agency Copy GS 18004 Retain until the case NON-ARCHIVAL
Agency copies of case files under the jurisdiction of the Attorney General’s office, Rev.0 resolved and appeal period NON-ESSENTIAL

collected and maintained to document the agency’s role with regard to any legal
issue. May include copies of background information, lawsuit documentation,
correspondence, pleadings, appeals, court orders, agency working files and related
documentation.

expired and administrative
purpose served

then
Destroy.
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1.5 LEGALFILES
Legal actions involving state agencies are handled by the Office of the Attorney General, primarily by an Assistant Attorney General assigned to each
agency. Therefore, most records pertaining to legal actions are centralized under the auspices of the Attorney General. However, many state agencies
maintain separate files of correspondence with the Attorney General’s Office, information letter opinions, formal opinions and the issue files on legal
matters pertaining to the agency.
DISPOSITION
ILIE)M DESCRIPTION OF RECORDS AUTHORITY DI::;E?TTIOONNAI:ZI'\I":Z)N DESIGNATION
: NUMBER (DAN)
Legal Issue Files GS 18003 Retain for 6 years after ARCHIVAL
Files on legal issues of concern to a state agency. Interpretations of laws and Rev. 0 issue resolved (Appraisal Required)
policies, studies, reports, correspondence, copies of legal documents and other then POSSIBLY
materials pertaining to specific issues. Transfer to Washington ESSENTIAL
Note: This series does not include litigation files or other legal files. State Archives for appraisal
and selective retention.
Non-Attorney General Legal Case Files GS 18005 Retain for 6 years after case NON-ARCHIVAL
Litigation and case files with no Attorney General involvement. Rev. 0 resolved NON-ESSENTIAL

then
Destroy.
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1.6 LEGISLATIVE RELATIONS
Records documenting the relations of a state agency with the Legislature. Series include files on requested legislation, legislation affecting the agency,
contacts with legislators, and other related material. Includes records of contacts with legislative bodies at both the state and federal levels.
DISPOSITION
i DESCRIPTION OF RECORDS AUTHORITY DS oTTION ACTION DESIGNATION
NUMBER (DAN)
Agency Request Legislation GS 19001 Retain for 2 years after end ARCHIVAL
Documentation of legislation requested by an agency. May include bill drafts, Rev. 0 of legislative session (Appraisal Required)
correspondence, fiscal notes, memos, meeting minutes, bill analysis reports, then NON-ESSENTIAL
legislative committee reports, monitoring reports, and related records. Transfer to Washington
State Archives for appraisal
and selective retention.
Bill Files, Legislative GS 19002 Retain for 2 years after end ARCHIVAL
Copies of bills under consideration by the Legislature with possible significant Rev.0 of legislative session (Appraisal Required)
impact on the agency. May include bill drafts, amendments, fiscal notes, memos, then NON-ESSENTIAL
correspondence, committee reports, monitoring reports, and related records. Transfer to Washington
State Archives for appraisal
and selective retention.
Public Disclosure Report, Agency Copy GS 19004 Retain for 4 years after end NON-ARCHIVAL
Report to the Public Disclosure Commission on lobbying by agency personnel. May Rev.0 of legislative session NON-ESSENTIAL

include the L-5 Report or a similar document serving the same purpose and
information gathered to create the report.

Note: The Public Disclosure Commission retains the primary copy of Public
Disclosure Reports for 10 years.

then
Destroy.
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1.7 RISK MANAGEMENT
The activity of identifying and migrating risks to the state government agency including disaster preparedness.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II::I)ONNAACNI'I%N DESIGNATION
: NUMBER (DAN)
Accidents/Incidents — No Claim Filed (Under Age 18) NEW DAN Retain for 3 years after NON-ARCHIVAL
Records relating to accidents/incidents involving individual(s) younger than age 18, Rev.0 individual reaches age 18 NON-ESSENTIAL
and where claims for damages are not filed. Includes, but is not limited to, reports then
and investigations. Destroy.
Excludes hazardous materials accidents and incidents covered by NEW DAN.
Accidents/Incidents — No Claim Filed (Age 18 and Older) NEW DAN Retain for 3 years after date NON-ARCHIVAL
Records relating to accidents/ incidents involving individuals age 18 and older, and Rev.0 of incident NON-ESSENTIAL
where claims for damages are not filed. Includes, but is not limited to, reports and then
investigations. Destroy.
Excludes hazardous materials accidents and incidents covered by NEW DAN.
Disaster Preparedness and Recovery Plans GS 14010 Retain until superseded NON-ARCHIVAL
Records relating to the protection and reestablishment of the agency in the case of a Rev. 1 then ESSENTIAL
disaster. Destroy.
Safety Drills/Disaster Recovery Exercise GS 25002 Retain for 6 years after date NON-ARCHIVAL
Documentation of agency safety drills and disaster recovery exercises. Rev.0 of drill or exercise NON-ESSENTIAL

then
Destroy.
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1.8 TRAINING
The activity of providing training and/or education to outside parties such as other state employees, contractors, customers, or the public.
See Human Resources - Staff Development for additional record series relating to the training of agency employees.
DISPOSITION
III%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'JI'T(I)ONNAAC"\‘I':)ON DESIGNATION
: NUMBER (DAN)
Conferences and Seminars, Agency GS 22005 Retain for 3 years after end NON-ARCHIVAL
A record of information used to organize and conduct conferences, seminars and Rev.0 of event NON-ESSENTIAL
similar events. May include preparation material, registration and confirmation then
records, flyers and/or brochures, presentation material and other related Destroy.
documentation.
Note: This series is relevant to conferences that the agency presents, not
conferences attended by employees outside of the agency, nor does it include
training where a certificate is provided. This series does not include fiscal records or
conferences which are grant or contract funded.
Course Information Records GS 22001 Retain until superseded or NON-ARCHIVAL
Memoranda, flyers, announcements, catalogs, and other records related to specific Rev. 0 obsolete NON-ESSENTIAL
training courses including information on course content, program registration, then
instructor, credits and hours. Destroy.
Course Registration Processing Records GS 22002 Retain for 3 years after NON-ARCHIVAL
Applications and enrollment records. May include data forms, course applications, Rev. 0 application for course NON-ESSENTIAL

supervisor and training officer authorizations and rosters of registrants.

then
Destroy.
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1.8 TRAINING

The activity of providing training and/or education to outside parties such as other state employees, contractors, customers, or the public.

See Human Resources - Staff Development for additional record series relating to the training of agency employees.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::I)E:\"I'T(IJONNAAC':‘I':)ON DESIGNATION
NUMBER (DAN)
Training and Development Files (State Employees, Contractors and Customers) GS 22004 Retain for 1 year after NON-ARCHIVAL
A record of presentation or course material developed and gathered for use in Rev.0 administrative purpose NON-ESSENTIAL
training for state employees, contractors and customers. May include reference served
material, outlines, handouts, notes, evaluations, overheads, videos, computerized then
presentations and related documentation. Destroy.
Training Files, General Public GS 05007 Retain until superseded or NON-ARCHIVAL
Information used to conduct training and orientation sessions, or to provide Rev.0 obsolete NON-ESSENTIAL
information to an agency's public customers. May include training announcements, then
registration information, reference material, outlines, handouts, notes, evaluations, Destroy.
videos, presentation material and trainings given to special client and stakeholder
groups.
Note: This series does not cover any training that maintains or results in the
issuance of a required certificate or license.
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2.

ASSET MANAGEMENT

The function of managing the state government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.) Includes asset acquisition,
maintenance, inventory, and disposal.

2.1 FACILITIES MANAGEMENT
The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.
The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or
affect one another.
DISPOSITION
'LE)M DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:\'TT:)?“NA‘L::'::)ON DESIGNATION
: NUMBER (DAN)
Construction Documentation, General Administration Capital Projects GS 21010 Retain for 6 years after NON-ARCHIVAL
Agency copies of documents for new construction or additions/remodels to existing Rev.0 completed and accepted POSSIBLY
then ESSENTIAL

facilities when the work is completed by the Department of General Administration.

May include correspondence, project meeting minutes, approval, program review
and/or comments, plans, drawings, permits, Environmental Impact Statements
(EIS), specifications, contracts, test results, reports, modification proposals, change
orders, allotment and payment records and related documentation.

Note: General Administration Engineering and Architecture Services retains the
primary copy of this series. For circuit networks see GS 14031 Network Circuit Files.

Destroy.
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2.1 FACILITIES MANAGEMENT
The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.
The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or
affect one another.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI:PE;E:\'II'T(I)?\INAACI'\:':)ON DESIGNATION
: NUMBER (DAN)
Construction Documentation, Non-General Administration Capital Projects GS 21011 Retain for 6 years after ARCHIVAL
Agency copies of documents for new construction or additions/remodels to existing Rev.0 disposition of building (Appraisal Required)
facilities when the work is not completed by the Department of General then POSSIBLY
Administration. May include correspondence, project meeting minutes, approval, Transfer to Washington ESSENTIAL
program review and/or comments, plans, drawings, permits, Environmental Impact State Archives for appraisal
Statements (EIS), specifications, contracts, test results, reports, modification and selective retention.
proposals, change orders, allotment and payment records and supporting
documentation.
Note: For circuit networks see GS 14031 Network Circuit Files.
Facility Maintenance and Routine Repairs GS 21002 Retain for 6 years after NON-ARCHIVAL
Agency records documenting maintenance and minor repair work, work requests, Rev. 0 completion of work NON-ESSENTIAL
and records of work completed. then
Destroy.
Fixed Assets Files GS 21001 Retain for 6 years after NON-ARCHIVAL
Agency copies of records documenting the purchase and ownership of major items Rev.0 disposition of asset POSSIBLY
of equipment. May include purchase orders for fixed assets, vouchers, inventory then ESSENTIAL
documents, surplus property disposition records, and other records relating to the Destroy.
purchase, ownership and disposition of fixed assets.
Note: This series does not apply to land ownership records. See GS 24 Real Property
Management.
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2.1 FACILITIES MANAGEMENT
The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.
The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or
affect one another.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DIEPE;E:\'II'T(I)?\INAACI'\:':)ON DESIGNATION
NUMBER (DAN)
Major Repair and Replacement Records, Building and Equipment GS 21008 Retain for 6 years after NON-ARCHIVAL
Records documenting repairs and/or replacement of structural or major equipment Rev.0 disposition of building or NON-ESSENTIAL
items. May include documentation on the repair or replacement of HVAC systems, equipment
electrical or plumbing systems, roofs, walls, floors and other structural elements, then
architectural or engineering drawings, equipment documentation, work orders, Destroy.
fiscal documents, inspection reports, final acceptance documents, and related
records.
Operations and Inspection Records, Physical Plant Systems GS 21007 Retain for 6 years after NON-ARCHIVAL
Records documenting operations and inspections for facility, grounds and utility Rev. 0 disposition of asset NON-ESSENTIAL
systems. Systems include but are not limited to HVAC, water, electrical and then
mechanical systems, landscaping features and underground utilities. Records Destroy.
include but are not limited to meter readings, inspection reports and fuel
consumption records.
Reference Copies of Drawings and Files, Maintenance and Operations, Physical GS 21003 Retain for 3 years after NON-ARCHIVAL
Plant Rev. 0 superseded POSSIBLY
Agency copies of architectural drawings, engineering plans and fixed equipment then ESSENTIAL
manuals used for reference in building maintenance and operation. Destroy.
Note: Primary copies of these records should be kept pursuant to GS 21010
Construction Documentation, General Administration, Capital Projects or GS 21011
Construction Documentation, Non-General Administration Capital Projects.
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2.1 FACILITIES MANAGEMENT
The activity of managing the operation and maintenance of buildings and other facilities owned or leased by agencies of the State of Washington.
Includes documentation relating to capital projects, fixed asset management, buildings and grounds maintenance, and space planning and allocation.
The State Records Committee recommends keeping campus-wide records in a central location because buildings and facilities often work in concert or
affect one another.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II'T(I)?\INAACI'\:':)ON DESIGNATION
: NUMBER (DAN)
Space Allocation Planning Files GS 21006 Retain for 4 years after NON-ARCHIVAL
Agency space allocation plans and related documentation including copies of Rev.0 completion of action NON-ESSENTIAL

requests, space and cost estimates, justifications, specifications, building and floor
plan layout drawings and supporting documentation.

then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;EII\'II'E)OI\INAACI'\I":::)N DESIGNATION
: NUMBER (DAN)

Audit Trail Files GS 14020 Retain for 3 backup cycles NON-ARCHIVAL
Data generated during the creation of a master file or database, used to validate a Rev. 0 then NON-ESSENTIAL
master file or database during a processing cycle. Destroy.
Computer Run Scheduling Records GS 14015 Retain for 30 days after date NON-ARCHIVAL
Records used to schedule computer runs, including daily schedules, run reports, run Rev. 0 of document NON-ESSENTIAL
requests, and other records documenting the successful completion of a run. then

Destroy.
Computer Usage Files GS 14013 Retain for 6 months after NON-ARCHIVAL
El i i ; Rev. 0 date of document NON-ESSENTIAL

ectronic files or automated logs created to monitor computer system usage. May

include log-in field system usage files, charge-back files, data entry logs, and records then
of individual computer program usage. Destroy.
Data Documentation GS 14003 Retain for 1 year after NON-ARCHIVAL
Records created during system development or modification and used to access, Rev. 0 disposition of data POSSIBLY
retrieve, or manipulate data. May include data element dictionaries, file layouts, then ESSENTIAL
code books and other related materials. Destroy.
Data or Database Dictionary Reports GS 14025 Retain until superseded NON-ARCHIVAL
Periodic printouts from a data or database dictionary system, including data Rev. 0 then NON-ESSENTIAL
element attribute reports, database schema, and related records used for reference Destroy.
purposes.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TE)ONNAACNI'::Z)N DESIGNATION
. NUMBER (DAN)
Data Processing Operating Procedures GS 14007 Retain for 1 year after NON-ARCHIVAL
Records of procedures for data entry, computer equipment operation, production Rev. 0 superseded or discontinued POSSIBLY
control, tape library, system backup, and other aspects of data processing then ESSENTIAL
operation. Destroy.
Data Processing Unit's Copies of Output Reports GS 14021 Retain until acceptance by NON-ARCHIVAL
Copies of output reports produced for clients. Rev. 0 client NON-ESSENTIAL
then

Destroy.
Destruction (Scratch) Reports GS 14024 Retain for 1 year or when NON-ARCHIVAL
Records documenting the destruction of electronic files stored on a tape library. Rev. 0 superseded NON-ESSENTIAL

then

Destroy.
Extracted Data Files, Summary GS 14022 Retain until data is NON-ARCHIVAL
Summary or aggregate data from a master file or database created solely to Rev. 0 distributed NON-ESSENTIAL
distribute data to individuals or program units for reference and use, but not then
altered or augmented to support program specific needs. Destroy.
Finding Aids, Indexes and Tracking Systems GS 14023 Retain until the disposition NON-ARCHIVAL
Electronic indexes, lists, registers and other finding aids used to provide access to Rev. 0 of indexed data POSSIBLY
hard copy or electronic records. then ESSENTIAL

Destroy.

Note: Finding aids, indexes or tracking systems developed for archival records must be

transferred to the State Archives along with the historical record.
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2.2 INFORMATION SERVICES

Documentation of computer services, computer system management, and computer network management.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI?::)EII\'II'TE)ONNAACNI'::Z)N DESIGNATION
: NUMBER (DAN)

Information Technology Assistance Requests GS 14029 Retain for 1 year after date NON-ARCHIVAL
Documentation of all requests for technical assistance including help desk requests, Rev. 0 of document NON-ESSENTIAL
and the responses to those requests, as well as information on the use of computer then
equipment for program delivery, security and other purposes. Destroy.
Input Documents GS 14016 Retain until data input and NON-ARCHIVAL
Copies of records or copies of forms designed and used solely for data input and Rev. 0 any necessary verification NON-ESSENTIAL
control, when original records have been retained. then

Destroy.
Network Circuit Files GS 14031 Retain until circuit is no NON-ARCHIVAL
Automated or paper records containing information on network circuits used by an Rev. 0 longer in use NON-ESSENTIAL
agency, including circuit number, vendor, cost per month, type of connection, then
software, contact person, and other relevant information. Records used to plan Destroy.
and implement a network and documentation of data communication service,
installation or repair including work orders, correspondence, memoranda, work
schedules, and copies of building and circuit diagrams and copies of related fiscal
records.
Note: For Construction Records see GS 21010 Construction Documentation, General
Administration Capital Projects or GS 21011 Construction Documentation, Non-General
Administration Capital Projects.
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2.2 INFORMATION SERVICES

Documentation of computer services, computer system management, and computer network management.

DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\;T:)?“NA‘;'::LN DESIGNATION
: NUMBER (DAN)
Network Usage Files GS 14032 Retain until scheduled NON-ARCHIVAL
Electronic files or automated logs created to monitor the use of the agency's Rev. 0 review/audit NON-ESSENTIAL
network by its customers or network/internet usage by its employees, including but or
not limited to, log-in records, security logs, and system usage files. until 3 backup cycles
then
Destroy.
Network Usage Summary GS 14033 Retain for 1 year after date NON-ARCHIVAL
Summary reports and other records created to document computer usage for Rev. 0 of document NON-ESSENTIAL
reporting or other purposes. then
Destroy.
Operating System/Hardware Conversion Plan GS 14009 Retain for 6 months after NON-ARCHIVAL
Records relating to the replacement of equipment or computer operating systems. Rev. 0 plan implementation POSSIBLY
complete ESSENTIAL
then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI?::)EII\'II'TE)ONNAIENI'::Z)N DESIGNATION
: NUMBER (DAN)

Portfolio Management Documentation, Agency Copy GS 14036 Retain until superseded NON-ARCHIVAL
Required by Department of Information Services Board, the Department of Rev. 0 then NON-ESSENTIAL
Information Services and the Office of Financial Management, the portfolio details Destroy.
agency investment, acquisition and use of information technology. Updated
annually, the portfolio is used in executive decision-making and evaluation of
relationships between information technology investments, agency strategies and
programs, and the budget.
Note: The primary record copy is retained by the Department of Information Services
for a longer period of time.
Program Listing and Source Code GS 14004 Retain for 1 year after 2 NON-ARCHIVAL
Source code that is compiled to generate the machine language instructions used to Rev. 0 update cycles after code is ESSENTIAL
operate an automated information system. modified or

replaced 1 year after

discontinuance of system

then

Destroy.

Project Planning and Documentation, Information Technology GS 14037 Retain for 6 years after NON-ARCHIVAL
Rev.0 termination of project NON-ESSENTIAL

Documentation of projects. May include program management plans, information
technology proposal documentation, meeting documentation, project planning,
assessment, conversion, test planning and results, implementation, contingency
plans, and certification records.

then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI?::)EII\'II'TE)ONNAACNI'::Z)N DESIGNATION
. NUMBER (DAN)

Site and Equipment Support Files GS 14026 Retain for 1 year after NON-ARCHIVAL
Records documenting support and maintenance services provided to specific data Rev. 0 disposition of equipment NON-ESSENTIAL
processing equipment or installations, including site visit reports, program and then
equipment service reports, service histories and related correspondence and Destroy.
memos.
Software Review Files GS 14028 Retain until software is no NON-ARCHIVAL
Records related to the review and recommendation of software for agency use, Rev. 0 longer in use NON-ESSENTIAL
including vendor information, manuals, software reviews, and related material. then

Destroy.
Summary Computer Usage Report GS 14014 Retain for 6 months after NON-ARCHIVAL
Summary reports and other paper records created to document computer usage Rev. 0 date of document NON-ESSENTIAL
for reporting or cost recovery purposes. then

Destroy.
System and Backup Files GS 14011 Retain until after 3 backup NON-ARCHIVAL
Copies of system files and databases, application software, logs, directories and Rev. 0 cycles ESSENTIAL
other records needed to restore a system and its data in the event of system or then
data loss. May include records of the location and status of back-up copies. Destroy.
System Documentation GS 14008 Retain until hardware or NON-ARCHIVAL
Records documenting the use, operation and maintenance of an agency's Rev. 0 software is discontinued POSSIBLY
automated information system, including but not limited to user manuals, system but, not before data is ESSENTIAL
requirements for software, hardware and the operating system, hardware migrated to a new system
configurations and equipment control systems. then

Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\;T:)?“NA‘;'::LN DESIGNATION
: NUMBER (DAN)
System Specifications GS 14002 Retain for 1 year after NON-ARCHIVAL
Manufacturer and/or user and operational documentation describing system Rev. 0 disposition or transfer of POSSIBLY
operations, including, but not limited to, system documentation records, user system data to a new ESSENTIAL
guides, system flowcharts, and input/output specifications. system
then
Destroy.
System Users Access Files GS 14012 Retain for 2 years after NON-ARCHIVAL
Electronic or textual records created to control or monitor an individual's access to Rev. 0 termination of user account POSSIBLY
a system and its data. Created for security purposes, including, but not limited to, then ESSENTIAL
user account records and access authorization files. Destroy.
Systems and Applications Development GS 14001 Retain for 1 year after NON-ARCHIVAL
Records created and used to develop, redesign or modify an automated system or Rev.0 disposition or transfer of POSSIBLY
application, including, but not limited to, user requirements, status reports and system data to a new ESSENTIAL
correspondence. operating environment
then
Destroy.
Technical Program Documentation GS 14005 Retain for 1 year after NON-ARCHIVAL
Rev. 0 authorized retention of the ESSENTIAL

Documentation of program code, flowchart, maintenance log, system change
notices, and other records documenting functions of and modification to computer
programs.

data
then
Destroy.
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2.2 INFORMATION SERVICES
Documentation of computer services, computer system management, and computer network management.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI?::)EII\'II'TE)ONNAACNI'::Z)N DESIGNATION
: NUMBER (DAN)
Test Data Base Files GS 14006 Retain until no longer NON-ARCHIVAL
Routine or benchmark data sets, related documentation, and test results Rev.0 needed, but not before NON-ESSENTIAL
constructed or used to test or develop a system. acceptance of test results
then

Destroy.
Valid Transaction Files GS 14018 Retain until after 3 backup NON-ARCHIVAL
Records used to update and/or document a transaction in a database or master file, Rev. 0 cycles NON-ESSENTIAL
including, but not limited to, valid transaction files, DBMS files and similar records. then
These records are not retained to document a program unit action or for audit Destroy.
purposes.
Work or Intermediate Files GS 14017 Retain until completion of NON-ARCHIVAL
Records used to facilitate the processing of a specific job or run, or used to create, Rev. 0 transaction NON-ESSENTIAL
update, modify, transfer, manipulate or sort data within an automated system then
when all transactions are captured in a master file, valid transaction file or Destroy.
database, in cases where the file is not required to provide an audit trail.
Year 2000 Project Files GS 14035 Retain for 6 years after ARCHIVAL

Rev. 0 termination of project (Appraisal Required)

Documentation of Year 2000 compliance projects. May include program
management plans, meeting documentation, project planning, assessment,
conversion, test planning and results, implementation contingency plans, and
certification records.

and/or contract

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL
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2.3 REAL PROPERTY MANAGEMENT
The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title
reports, water rights, and other related documents.
A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::'TE)CI)\INAAC?':)ON DESIGNATION
: NUMBER (DAN)
Condemnations of Land GS 24006 Retain for 6 years after ARCHIVAL
Documentation of condemnation actions either by state agencies or affecting state Rev. 0 disposition of parcel (Appraisal Required)
agencies. then ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
Land Acquisition Documentation GS 24004 Retain for 6 years after ARCHIVAL
Documentation of the process for planning and acquiring particular parcels of land. Rev. 0 disposition of parcel (Appraisal Required)
May include planning reports, boundary descriptions and adjustments, photographs, then POSSIBLY
studies, correspondence, and other related documentation. Transfer to Washington ESSENTIAL
State Archives for appraisal
and selective retention.
Land Appraisals GS 24001 Retain for 6 years after date NON-ARCHIVAL
Contracts and reports on the appraisal of land for monetary value. Rev.0 of document ESSENTIAL

then
Destroy.
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2.3 REAL PROPERTY MANAGEMENT
The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title
reports, water rights, and other related documents.
A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;E::’T;)CI)\INAQI'\:':)ON DESIGNATION
NUMBER (DAN)
Land Sales and Conveyance Documentation GS 24009 Retain for 6 years after ARCHIVAL
Records pertaining to the sale of state land. Rev.0 disposition of parcel (Appraisal Required)
then ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
Land Title Documents GS 24008 Retain for 6 years after ARCHIVAL
Documentation of the conveyance of land titles to the state. May include title Rev. 0 disposition of parcel (Appraisal Required)
searches, deeds, patents, clear lists and supporting documentation. then ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
Lands Escheated to the State GS 24005 Retain for 6 years after ARCHIVAL
Records pertaining to the conveyance of lands escheated to the state for Rev.0 disposition of parcel (Appraisal Required)
management or disposal. then ESSENTIAL
Transfer to Washington
State Archives for appraisal
and selective retention.
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2.3 REAL PROPERTY MANAGEMENT
The activity relating to the acquisition, management, and disposition of agency-owned real property (land). Includes appraisals, contracts, deeds, title
reports, water rights, and other related documents.
A durable copy (microfilm, paper, or electronic as approved by the State Archivist) of any record that is still active after having been in existence for 50
years must be provided to the State Archives in order to preserve the information for posterity.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E?I’T:)CI)\INA@'\‘I':)ON DESIGNATION
: NUMBER (DAN)
Lands Inventory GS 24003 Retain for 6 years after NON-ARCHIVAL
Inventories of land owned by state agencies. May include summary information of Rev.0 superseded ESSENTIAL
each parcel. then
Destroy.
Water Rights Acquired by the State GS 24007 Retain for 6 years after ARCHIVAL
Records of actions documenting the acquisition of water rights on state land. Rev. 0 disposition of parcel (Appraisal Required)
then ESSENTIAL

Transfer to Washington
State Archives for appraisal
and selective retention.
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2.4 SECURITY

The activity of protecting the state government agency’s physical goods and resources against danger, loss or threat.

DISPOSITION
'L'g‘" DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T&NA‘!::LN DESIGNATION
: NUMBER (DAN)
Building Access Documentation GS 25001 Retain for 6 years after NON-ARCHIVAL
Documentation of individual security identification and building access privileges. Rev. 0 termination of access NON-ESSENTIAL
May include requests and authorizations for the issuance of identification badges then
and key cards to employees, contractors, and volunteers. Destroy.
Security Recordings GS 25003 Retain for 30 days after date NON-ARCHIVAL
Security recordings of agency facilities and grounds. May include both video and Rev.0 of recording NON-ESSENTIAL
digital recordings. then
Note: As with all public records, security recordings must be retained until final Destroy.
resolution of the case if they are requested or used in litigation.
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2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT
The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI:::)::\"I::-(I)CI)\INAI::I'\II':)C)N DESIGNATION
NUMBER (DAN)
Capital Assets Management System, Statewide or Agency GS 16008 Retain for 6 years after NON-ARCHIVAL
Statewide or agency systems to maintain agency inventories of land, buildings, Rev. 0 superseded NON-ESSENTIAL
furniture, equipment and other capital assets. May be used as input into the then
statewide asset report. May include asset tracking and depreciation schedules, Destroy.
running inventory control documents that describe each piece of agency-owned or
leased equipment and furniture, indicating its location and value, Data Input Sheet,
Edit Error Report, Edit Control Error Report, Work File Error List, Location Code
Report, Update Report, Update Control Report, Tag Number Report, AFRS
Organizational Code Report, Asset Report, Data Transmittal to Statewide Asset
Reporting System, Added Report, Changes Report, Error Report, Summary Report,
and Summary of Monthly File Activity Report.
Disposition Records, Asset GS 16003 Retain for 6 years after date NON-ARCHIVAL
Agency copies of records that track the disposition of property. May include request Rev. 0 of document NON-ESSENTIAL

for disposal of property, receipts, copies of disposition reports, Disposed Property
Report and records of property that has been sent to state surplus.

then
Destroy.
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2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT
The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I'E)CI)\INAIEI'\II':)ON DESIGNATION
: NUMBER (DAN)
Equipment Maintenance and Repair Records GS 16006 Retain for 3 years after NON-ARCHIVAL
Records documenting services and repairs to agency equipment, excluding motor Rev. 0 disposition of item NON-ESSENTIAL
vehicles. May include maintenance and repair orders, copies of fiscal documents then
such as requisitions, purchase orders and vouchers, warranties, manuals and related Destroy.
materials.
Note: This series does not include structural or major equipment items. See GS
21008, Major Repair and Replacement Records, Building and Equipment. See GS
16007 - Motor Vehicle Maintenance, Repair and Disposition Records for motor
vehicles.
Inventories, Supplies, Commodities And Parts GS 16004 Retain for 6 years after date NON-ARCHIVAL
Running inventories used to manage stocks of expendable materials such as office Rev. 0 of document NON-ESSENTIAL
supplies, parts and other expendable supplies, describing the materials and then
indicating current stock balances. Destroy.
Motor Vehicle Maintenance, Repair and Disposition Records GS 16007 Retain for 6 years after NON-ARCHIVAL
Records documenting service, repairs and disposition of motor vehicles assigned to Rev.0 disposition of vehicle NON-ESSENTIAL

or owned by an agency. May include maintenance orders and logs, copies of fiscal
documents such as requisitions, purchase orders, vouchers, warranties, manuals,
and related materials.

then
Destroy.
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2.5 SUPPLY, EQUIPMENT AND VEHICLE MANAGEMENT
The activity of managing state-owned or leased equipment, supplies, and motor vehicles. Does not include real property (land) records.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;Z::‘H)?\INA@'\II':)ON DESIGNATION
: NUMBER (DAN)
Motor Vehicle Title GS 16009 Retain until after sale or NON-ARCHIVAL
Record of legal ownership of state-owned vehicles. Rev. 0 disposition of vehicle NON-ESSENTIAL
Note: At sale, title is transferred to new owner. At disposal, title is transferred to then
Department of Licensing. Transfer to new owner or
Department of Licensing
Supplies, Commodities and Parts Disbursement Records GS 16005 Retain for 6 years after date NON-ARCHIVAL
Records documenting the disbursement of office supplies, commodities, parts and Rev. 0 of document NON-ESSENTIAL
other expendable materials. then
Destroy.
Vehicle Accident Report Form, Agency Copy GS 16010 Retain for 3 years after date NON-ARCHIVAL
The Office of Financial Management requires that one copy of the Vehicle Accident Rev. 0 of document NON-ESSENTIAL
Report Form (State Form 137) be sent to the reporting agency's Safety and/or Risk then
Management Office within two working days following an accident involving a state Destroy.
Motor Pool vehicle.
Vehicle Log and Usage Report GS 07003 Retain for 3 years after date NON-ARCHIVAL
Reports and logs of vehicle usage by state agencies. Rev. 0 of document NON-ESSENTIAL

then
Destroy.
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2.6 TELECOMMUNICATIONS
The activity of documenting the administration of telecommunications services provided to state agencies.
See also Fiscal and Accounting Records for addition record series relating to fiscal and accounting activities.
DISPOSITION
'LZM DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:“TT:)ONNAQ':EN DESIGNATION
: NUMBER (DAN)
Reports and Information, Telecommunications GS 08005 Retain for 1 year after end of NON-ARCHIVAL
Telecommunications-related reports and information. May include toll-free reports Rev. 0 fiscal year NON-ESSENTIAL
and usage information, voicemail and telephone calling information reports, then
individual telephone calling information requests, and automated call distribution Destroy.
(ACD) data.
SCAN Account Detail Report GS 08004 Retain for 6 years after date NON-ARCHIVAL
Listings of telephone activity by each SCAN account. Shows name of account Rev. 0 of document NON-ESSENTIAL
holder, number called, distance, time spent, and SCAN charges. The "Official Copy" then
may be the agency's copy of the billing or the employee-signed copy. Destroy.
SCAN System Authorization Requests GS 08002 Retain for 6 months after NON-ARCHIVAL
Requests by state agencies for assignment, changes in assignment, changes in Rev.0 request approved or denied NON-ESSENTIAL
authorization levels, or cancellation of SCAN access. May include related then
correspondence and memorandum in addition to the SCAN requests. Destroy.
Services and Order Requests, Telecommunications GS 08001 Retain for 1 year after NON-ARCHIVAL
Requests by state agencies for telephone service, installation or repairs, and Rev. 0 request approved or denied NON-ESSENTIAL

responses to the requests. May include requests for voicemail, network and data

circuit services and other telecommunications services.

then
Destroy.
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3. FINANCIAL MANAGEMENT

The function of managing the state government agency’s financial resources, obligations and monetary infrastructure.

3.1 AUDITS, INVESTIGATIONS AND EXAMINATIONS

The activity of documenting internal audits and investigations, and State Auditor examinations of state agency programs and fiscal activities.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;E:YTT(I)ONNAQZI'\:':LN DESIGNATION
: NUMBER (DAN)
Audit Documentation and Working Papers GS 04001 Retain for 6 years after NON-ARCHIVAL
Audit documentation, including support for findings, conclusions, and Rev. 0 audit report date NON-ESSENTIAL
recommendations. May also include correspondence, memos, drafts, preliminary then
findings, notes, and other materials used in preparing internal or external audits, Destroy.
investigations or examinations.
Note: This series does not apply to State Auditor’s Office audits.
External Audit, Final Audit or Examination Report GS 04005 Retain for 6 years after ARCHIVAL
Final reports of customer audits, compliance audits, performance audits, external Rev. 0 audit report date (Appraisal Required)
audits or examinations performed by or for a state agency. then NON-ESSENTIAL
Note: Agency retains primary record copy. This series does not include State Transfer to Washington
Auditor’s Office audits. State Archives for
appraisal and selective
retention.
Internal Audit, Final Audit or Examination Report GS 04002 Retain for 6 years after ARCHIVAL
Final reports of internal audits, investigations or examinations. Rev. 0 audit report date (Appraisal Required)
. . then NON-ESSENTIAL
Note: Agency retains primary record copy.
Transfer to Washington
State Archives for
appraisal and selective
retention.
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3.1 AUDITS, INVESTIGATIONS AND EXAMINATIONS

The activity of documenting internal audits and investigations, and State Auditor examinations of state agency programs and fiscal activities.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'II::-(I)ONNAQZI'\‘I'I[:)N DESIGNATION
: NUMBER (DAN)

State Auditor’s Office Audit Results, Agency Copy GS 04006 Retain for 3 years after NON-ARCHIVAL
Documentation of state agency audits conducted by the State Auditor’s Office. May Rev. 0 exit conference date NON-ESSENTIAL
include final reports of audits and examinations performed by the State Auditor’s then
Office, Management Letters, Exit Items, and other documentation provided at the Destroy.
final exit conference.
Note: State Auditor’s Office retains primary record copy.
State Auditor’s Office Whistleblower Investigative Reports, Agency Copy GS 04004 Retain for 3 years after NON-ARCHIVAL
Agency copies of State Auditor’s Office reports of allegations of fraud or violations of Rev. 0 date of report NON-ESSENTIAL
state laws or regulations as a result of a Whistleblower complaint filed under then
Chapter 42.40 RCW. Destroy.
Note: State Auditor’s Office retains primary record copy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAIENI'::Z)N DESIGNATION
NUMBER (DAN)

Accounts Payable GS 01007 Retain for 6 years after date NON-ARCHIVAL
Documents all invoices for items disbursed during each month by general account Rev. 0 of document NON-ESSENTIAL
code, to provide posting data to the general ledger (GS 01009). Documents then
adjustments to accounts. Includes supporting documents. Destroy.
Accounts Receivable GS 01016 Retain for 6 years after date NON-ARCHIVAL
Documentation of charges and billing process for goods and/or services rendered. Rev.0 of document ESSENTIAL
Documents adjustments to accounts. May include “determination of fees” then
documentation, work orders or service requests (may be in the form of field orders Destroy.
or invoice vouchers) logs of goods and/or services provided, receipts, billing
statements and related documents.
Allotment Records, Revenue and Expenditure GS 01043 Retain for 6 years after end NON-ARCHIVAL
Records revenue and expenditure allotments. Includes allotment submittals and Rev.0 of biennium POSSIBLY
backup documentation. then ESSENTIAL

Destroy.
Asset Depreciation Reports GS 16002 Retain for 6 years after NON-ARCHIVAL
Calculated value of the depreciation value of state-owned assets. May include Rev. 0 superseded NON-ESSENTIAL
Depreciation Ledger, General Ledger Interface, Depreciation by Cost Center, and then
related documentation. Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II'T(I)CI)VNAACI'\I":)ON DESIGNATION
: NUMBER (DAN)

Banking Records GS 01013 Retain for 6 years after date NON-ARCHIVAL
A record of agency transactions with financial institutions. May include deposit Rev. 0 of document NON-ESSENTIAL
slips, bank statements, check registers, reconciliation statements and other related then

documentation. Destroy.

Note: Per the Check Clearing for the 21st Century Act, substitute checks will replace

the hard copy of redeemed (paid) check/warrant.

Budget Preparation Working Files GS 01040 Retain for 6 years after end NON-ARCHIVAL
Documentation of agency development of biennial budget proposals. May include Rev. 0 of biennium NON-ESSENTIAL
correspondence, reports, memos, drafts, statistics, agency budget request and then

supporting documentation. Destroy.

Cash Receipt Records GS 01010 Retain for 6 years after date NON-ARCHIVAL
A record of agency cash receipts. May include daily cash listing, electronic funds Rev. 0 of document NON-ESSENTIAL
transfer (EFTs), transfers, credit card payments, and cash register tape. then

Destroy.

Credit Card Records GS 01017 Retain for 6 years after date NON-ARCHIVAL
Includes all documentation of the use of credit cards issued to agencies or Rev.0 of document POSSIBLY
employees, such as receipts, records related to online ordering, purchase card log then ESSENTIAL
and activity log. Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.

DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II'T(I)?VNAACI'\I":)ON DESIGNATION
: NUMBER (DAN)

Disbursement Reporting System Report — DRS GS 02009 Retain for 90 days after date NON-ARCHIVAL
Automatic and agency-requested reports (for subscribing agencies) of vendor Rev. 0 of document NON-ESSENTIAL
history information, including disbursements and the Office of Minority and then
Women’s Business Enterprise’s information. Destroy.
Financial Reporting Working Documents, Fiscal Year End GS 02020 Retain for 6 years after end NON-ARCHIVAL
Working documents used for analysis of certain financial balance interrelationships Rev. 0 of the fiscal year NON-ESSENTIAL
and other financial information. May include: then

e CAF - Financial Balances and Other Information; Destroy.

e FED — Federal Revenues and Expenditures;

e REC - Receivable/Payable Relationship;

e PAY - Payable/Receivable Relationship.
Financial Reports, Fiscal Year End, Agency Copy GS 01067 Retain for 6 years after the NON-ARCHIVAL
Reports summarizing fiscal year accounting activity. Rev.0 end of fiscal year NON-ESSENTIAL

th
Note: The Office of Financial Management retains the primary record copy of reports De (t?no
generated by AFRS and Enterprise Reporting stroy.
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3.2 FISCAL AND ACCOUNTING RECORDS

The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained

using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for

reference or informational purposes may be discarded when no longer needed.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II'E)CI)VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)

Financial Reports, Quarterly, Monthly & Daily, Agency Copy GS 02005 Retain for 6 years after date NON-ARCHIVAL

Detail and summary financial and statistical information reports created on a Rev. 0 of report NON-ESSENTIAL

guarterly, monthly, daily, or in-process basis. then

May include: Destroy.
e Monthly Approved Allotment and Revenue Reports;
e Monthly Financial Statement Reports;
e Monthly Combined Approved and Adjusted Allotment Reports;
e Monthly Treasurer Accounting System Reports;
e Monthly Working Papers Reports;
e Monthly General Ledger Trial Balances;
e Quarterly Petty Cash Report.

Note: the Office of Financial Management maintains designated AFRS Monthly Reports

for 6 years. Agencies using non-AFRS systems should schedule their records on agency

unique schedules. Copies not used for reconciliation can be destroyed when

administrative purpose has been served.

General Ledger Trial Balance GS 01009 Retain for 6 years after date NON-ARCHIVAL

A record of prescribed general ledger accounts documenting agency receipts, Rev. 0 of the document POSSIBLY

expenditures and balances, by source and fund. May include reconciliation reports. then ESSENTIAL

Destroy.

Note: Applies only to General Ledger Trial Balances not generated by Enterprise
Reporting.

3. FINANCIAL
MANAGEMENT

Page 52 of 117




S

Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule
Consultation Draft — Version 5.1 (May 2011)

3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'JI'T(I)CI)VNAQI'\'I':)ON DESIGNATION
: NUMBER (DAN)
Internal Revenue Service (IRS) Reporting Forms GS 01019 Retain for 4 years after date NON-ARCHIVAL
Any IRS-required documents used by state agencies to report vendor payments to Rev. 0 of document NON-ESSENTIAL
the IRS. May include forms: then
e 1099; Destroy.
e 1098;
e 5498,
e W2G or similar-use forms.
Note: For IRS Form W-9 see GS 01066 Vendor Payment Information.
Journal Vouchers GS 01006 Retain for 6 years after date NON-ARCHIVAL
Documentation for entering journal voucher transactions into an accounting system. Rev. 0 of document POSSIBLY
then ESSENTIAL
Destroy.
Management Reporting System — MRS GS 02008 Retain for 90 days after date NON-ARCHIVAL
Rev. 0 of document NON-ESSENTIAL

Supplemental, ad hoc, analytical information on the status of allotments,
disbursements, accruals, encumbrances, and variances at varying levels for various
time frames.

then
Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\"I'T(I)CI)VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

Notes, Legislative GS 01065 Retain for 6 years after the NON-ARCHIVAL
Summary and detail agency reports, narrative, and graphics for final Omnibus, Rev. 0 end of biennium NON-ESSENTIAL
Supplemental, Transportation, and Capital budgets enacted by the Legislature. then

Note: The Legislative Evaluation and Accountability Program (LEAP) Committee holds Destroy.

the primary and archival copy of the Legislative Budget Notes.

Policies and Procedures, Fiscal GS 01014 Retain for 6 years after NON-ARCHIVAL
Memoranda, rules, orders, directives, procedural instructions, regulations, bulletins, Rev.0 superseded ESSENTIAL
notices, instructions issued by OFM and the State Auditor, and any other then

documentation which is directive in nature or explains policies and procedures Destroy.

relating to the fiscal administration of an agency.

Public Works Requisition GS 01012 Retain for 6 years after work NON-ARCHIVAL
A record of all requisitions for public works projects processed by the Engineering Rev. 0 completed NON-ESSENTIAL
and Architecture Division of the Department of General Administration. then

Note: This series does not apply to General Administration Department copy. Destroy.

Revenue Reports GS 01011 Retain for 6 years after date NON-ARCHIVAL
A monthly summary of revenue recorded from interagency agreements, contracts, Rev.0 of document POSSIBLY
and other sources. then ESSENTIAL

Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)
Travel Authorizations GS 07002 Retain for 6 years after date NON-ARCHIVAL
Requests by employees for authorization to travel or for advance payment for travel Rev. 0 of document NON-ESSENTIAL
expenses. May be State Form A40 or similar form serving the same purpose. then
Destroy.

Travel Expense Vouchers GS 07001 Retain for 6 years after date NON-ARCHIVAL

Vouchers submitted to claim reimbursement for employee travel expenses. May be Rev.0 of document NON-ESSENTIAL
State Form A20 or similar form serving the same purpose. then
Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II'E)CI)VNAACI:':)ON DESIGNATION
NUMBER (DAN)
Vendor Payments Files GS 01004 Retain for 6 years after date NON-ARCHIVAL
Documentation of agency disbursements. May include all documentation related to Rev. 0 of document POSSIBLY
purchases by agencies, including voucher distribution registers, vendor remittance then ESSENTIAL
advisories, document transmittals and certification reports, encumbrance requests Destroy. (Some items in
and other documentation which provides a record of payments to vendors and this series may
other agencies for goods and services. be Essential)
May include:
e Purchase Order Files;
e Field Order Files;
e Purchase Requisition Files;
e |nvoice Voucher Files;
e Printing Requisition Files;
e Copy Center Request Files;
e Travel Expense Payment Files;
e Inter-Agency Billing Files;
e Encumbrances and Liquidation Records.
Vendor Payment Information GS 01066 Retain for 6 years after final NON-ARCHIVAL
Documentation may include IRS Form W-9, Vendor Registration Form, and Rev.0 payment NON-ESSENTIAL
Electronic Funds Transfer Authorization Form. then
Destroy.
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3.2 FISCAL AND ACCOUNTING RECORDS
The function of managing the primary record regardless of media. Copies used for specific legal, fiscal, or administrative purposes may be either retained
using the retention for the primary copy or scheduled separately if a different retention is required. Copies of these documents preserved only for
reference or informational purposes may be discarded when no longer needed.

DISPOSITION
'Lf)"." DESCRIPTION OF RECORDS AUTHORITY DI::CT)E'I“TT:)?“NAQ'::)ON DESIGNATION
NUMBER (DAN)
Warrant Register GS 01001 Retain for 6 year after date NON-ARCHIVAL
A record of fiscal transactions concerning disbursement vouchers drawn against the Rev. 0 of document NON-ESSENTIAL
State Treasurer and the account classification of each transaction. May include then
detail and summary records. Destroy.

Note: This series does not apply to State Treasurer’s copies.

Warrant Register, Claims GS 01003 Retain for 6 years after NON-ARCHIVAL
A record of disbursements relating to claims or refunds which require case or claim Rev.0 payment made NON-ESSENTIAL
data identification. then
. . . . - Destroy.
Note: If a federal records retention requirement differs from that which is specified by
this series, keep the records for whichever retention period is longer.
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3.3 GRANTS MANAGEMENT
The function relating to the administration of grants either issues by the state or received by state agencies. Records include grant applications, grantor
and grantee correspondence and official responses, grant contacts, fiscal records, reports, administrative correspondence, grant products, and other
related records.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\'II'T(I)CI)VN AACI'\:':)ON DESIGNATION
NUMBER (DAN)
Agency Grant Program Files GS 23003 Retain for 6 years after NON-ARCHIVAL
Documentation of grant programs administered by granting agencies. May include Rev. 0 administrative purpose NON-ESSENTIAL
fiscal reports, correspondence, audit reports and related documentation. served
then

Destroy.
Deliverables GS 23005 Retain for 6 years after final ARCHIVAL
File copies, including but not limited to reports, studies, surveys, educational Rev.0 termination of grant or (Appraisal Required)
materials and promotional materials, regardless of media, that have been developed agreement NON-ESSENTIAL
or produced as part of a grant or grant agreement. then

Transfer to Washington

State Archives for appraisal

and selective retention.
Grants Applications, Denied GS 23002 Retain for 1 year after grant NON-ARCHIVAL
Documentation of grants in which the application has been denied. May include Rev. 0 application denied NON-ESSENTIAL

applications, grant evaluation summaries, working papers, letters of denial, and
other related documentation.

then
Destroy.
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3.3 GRANTS MANAGEMENT
The function relating to the administration of grants either issues by the state or received by state agencies. Records include grant applications, grantor
and grantee correspondence and official responses, grant contacts, fiscal records, reports, administrative correspondence, grant products, and other
related records.

DISPOSITION
'Lf)"." DESCRIPTION OF RECORDS AUTHORITY DI::CT)E'I“TT:)?“NAQ'::)ON DESIGNATION
NUMBER (DAN)

Grants Issued by the State GS 23001 Retain for 6 years after end NON-ARCHIVAL
Documentation may include grant announcement parameters, grant applications, Rev.0 of grant period POSSIBLY
grant evaluation summaries, notification of grant awards, grant project status, fiscal then ESSENTIAL
reports, correspondence related to grant monitoring, audit reports, progress and Destroy.
compliance reports prepared and submitted by the grantee and related
documentation.
Grants Received by State Agencies GS 23004 Retain for 6 years after end NON-ARCHIVAL
Documentation of grant projects and funds received and expended by state Rev.0 of grant period POSSIBLY
agencies. May include copies of Requests for Proposals (RFPs), applications, then ESSENTIAL
notifications of grant awards, fiscal reports and supporting documentation, reports Destroy.

and correspondence related to grant monitoring, audit reports, status reports,
compliance reports, grants modifications requests, progress reports and final
reports.
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4.

HUMAN RESOURCE MANAGEMENT

The function of managing the state government agency’s workforce.

4.1 ATTENDANCE AND LEAVE
The activity of documenting and authorizing employees’ attendance and leave.
DISPOSITION
'Lf)"." DESCRIPTION OF RECORDS AUTHORITY DIE::)E:\'JI'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
Attendance and Leave Records GS 03030 Retain for 6 years after end NON-ARCHIVAL
A record of the attendance of state employees including: Rev. 0 of fiscal year NON-ESSENTIAL
e Annual leave; then
e Sick leave; Destroy.
e Compensatory time;
e Exchange time;
e QOvertime;
e Personal holidays;
e Other records pertaining to attendance.
Family Medical Leave and Shared Leave GS 03034 Retain for 7 years after NON-ARCHIVAL
Documentation of the use of family medical leave and the receipt and return of Rev.0 termination of employment NON-ESSENTIAL
shared leave. May include: then
e Donation info; Destroy.
e Career shared leave.
Time Keeping/Time And Effort GS 03035 Retain for 10 years after NON-ARCHIVAL
Documentation of federal requirements for quarterly/semi-monthly reports of Rev.0 administrative purpose ESSENTIAL

employee time when federal dollars are expended.

served
then
Destroy.
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4.2 BENEFITS
The activity of compensating employees via means other than salaries and wages.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'E)OI\INAACI'\I":::)N DESIGNATION
NUMBER (DAN)

Employee Recognition/Appreciation Ceremonies or Awards GS 03021 Retain for 2 years after date NON-ARCHIVAL
A record of agency- or division-wide employee recognition efforts and events to Rev.0 of document NON-ESSENTIAL
include: then

e Meeting minutes; Destroy.

e Plans;

e Awards;

e Location;

e Details of events;

e Copies of expenditure records.
Note: For Brainstorm or TIP records, See GS 09012 Brainstorm/Team Incentive Program
(TIP) Documentation.
Tuition Reimbursement GS 03013 Retain for 6 years after NON-ARCHIVAL
Provides a record of courses taken by employees for which tuition reimbursement Rev.0 completion of course NON-ESSENTIAL
was requested by the employee. May include Tuition Reimbursement Request Form then
and related documents. Destroy.
Voluntary Employee’s Beneficiary Association (VEBA) Documentation GS 03045 Retain for 6 years until NON-ARCHIVAL
Documentation of an agency participation in VEBA (medical expense plan), which Rev.0 superseded NON-ESSENTIAL
may include lists of eligible employees, ballots and vote tally of employees who are then
eligible to retire in a given calendar year and correspondence. Destroy.
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4.3 EQUITY
The activity of ensuring fairness and equal opportunities for all employees.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::CT)ISE::::-(I)CI)\INAI::NI':)C)N DESIGNATION
: NUMBER (DAN)
Affirmative Action Plans, Goals and Reports GS 20002 Retain for 6 years after ARCHIVAL
Agency affirmative action/equal opportunity plans, goals and reports including Rev. 0 calendar year (Appraisal Required)
workforce reports and personnel utilization analysis reports showing progress on then NON-ESSENTIAL
affirmative action goals. Transfer to Washington
State Archives for appraisal
and selective retention.
Reasonable Accommodation Files GS 03011 Retain for 7 years after NON-ARCHIVAL
Documentation of employee requests for an agency’s provision of reasonable Rev. 0 termination of employment NON-ESSENTIAL

accommodations for employees with special needs

then
Destroy.
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4.4 INDUSTRIAL INSURANCE

The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.

DISPOSITION
'L'g‘" DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T&NA‘E'::LN DESIGNATION
: NUMBER (DAN)
Injury Claims GS 03015 Retain for 7 years after claim | NON-ARCHIVAL
Claims by employees injured on the job. Rev. 0 settled NON-ESSENTIAL
. then
May include:
Destroy.

e Agency copy of L&l claim forms;
e Accident report;

e Reports from doctors;

e Agency responsibility forms;

e Related documentation.

Note: This series does not apply to the L&I copy of injury claims files. This series

does not include copies of L&I claim forms kept in GS 03039 Employee Medical and
Safety Files.
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4.4 INDUSTRIAL INSURANCE

The activity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.

DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\;T:)?“NA‘;'::LN DESIGNATION
; NUMBER (DAN)
Injury Claims, Eye Injuries GS 03016 Retain for 10 years after NON-ARCHIVAL
Claims by employees with eye injuries on the job. Rev. 0 claim settled NON-ESSENTIAL
then
May include:
Destroy.

e Agency copy of L&l claim forms;
e Accident report;

e Reports from doctors;

e Agency responsibility forms;

e Related documentation.

Note: This series does not apply to the L&I copy of injury claims files. This series

does not include copies of L&I claim forms kept in GS 03039 Employee Medical and
Safety Files.
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4.5 LABOR RELATIONS

The activity of responding managing relationships dealing with the negotiation of labor.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'E)OI\INAACI'\'I':::)N DESIGNATION
: NUMBER (DAN)
Labor Union Contracts GS 09015 Retain for 6 years after NON-ARCHIVAL
Records of contract negotiation proceedings, contracts, related correspondence, Rev. 0 contract superseded or ESSENTIAL
amendments, etc. terminated
then
Destroy.
Labor Union Relations Files GS 09014 Retain for 2 years after date NON-ARCHIVAL
All documentation related to labor union administrative business. May include Rev. 0 of document NON-ESSENTIAL
correspondence, meeting files and minutes, and related documentation. then
Note: For files regarding grievances see GS 03003 Grievance Files. Destroy.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES
The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'TIE)OI\INAACNI':::)N DESIGNATION
: NUMBER (DAN)

Affirmative Action Complaint Files GS 20004 Retain for 6 years after NON-ARCHIVAL
Agency copies of complaints submitted by job applicants and agency employees, Rev.0 resolution of case NON-ESSENTIAL
and the resolution of complaints related to affirmative action/equal opportunity then
issues. Destroy.
May include:

e Complaints;

e Agency Responses and Decisions;

e Related Correspondence;

e Filings;

e Records of Appeals.
Complaints, Harassment and Discrimination GS 03038 Retain for 6 years after NON-ARCHIVAL
Documentation of complaints by state employees regarding work place Rev.0 resolution of case NON-ESSENTIAL
discrimination or harassment. then

Destroy.

Grievance Files GS 03003 Retain for 6 years after NON-ARCHIVAL
A record of complaints and grievances by state employees regarding work place Rev.1 resolution of case NON-ESSENTIAL

issues but not including discrimination or sexual harassment.

then
Destroy.
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TE)ONNAACI'\I"::Z)N DESIGNATION
: NUMBER (DAN)
Personnel Action Appeals GS 03004 Retain for 2 years after final NON-ARCHIVAL
Records pertaining to employee appeals against the agency by state employees. Rev. 0 determination NON-ESSENTIAL
May include appeals, responses, legal actions, correspondence and related then
documentation. Destroy.
Note: This series does not apply to the records of the Personnel Resources Board.
Personnel Complaints, Exonerated, Non-Represented Employees GS 03006 Retain until exoneration. NON-ARCHIVAL
Personnel complaints filed against or by non-represented state employees in which Rev.0 then NON-ESSENTIAL
the complaint proved to be unsubstantiated. Destroy.
Note: Info regarding employee misconduct that is determined to be false and in all
situations where the employee has been fully exonerated of wrongdoing shall be
promptly destroyed unless the employee requests that the info be retained, or it is
related to pending legal action or legal action is expected to result. (See RCW 42.06.450)
This series does not include complaints related to discrimination or harassment. See GS
03038 Complaints, Harassment and Discrimination.
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4.6

MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

ITEM
NO.

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY
NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

Personnel Complaints, Exonerated, Represented Employees

Personnel complaints filed against or by represented state employees in which the
complaint proved to be unsubstantiated.

Note: Some Collective Bargaining Agreements require complaints to be removed from
an employee’s file upon exoneration, although the agency is not required to dispose of
the records at that time. This retention schedule establishes the retention period for
such records by the agency. If the Collective Bargaining Agreement covering the
agency’s employees provides for a different retention period than this schedule, the
agency should request approval of a unique schedule for those records.

In regards to harassment or discrimination complaints by represented employees, use
this records series if the Collective Bargaining Agreement applies to those types of
complaints. If harassment or discrimination complaints are not covered by the Collective
Bargaining Agreement, use GS 03038.

GS 03043
Rev. 0

Retain for 3 years after final
determination

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL

Personnel Complaints, Upheld, Non-Represented Employees

Personnel complaints filed against or by non-represented state employees. May
include documentation, filing forms, backup info, recommendations, resolutions,
and related memoranda and correspondence.

Note: This series does not include complaints related to discrimination or harassment.
See GS 03038 Complaints, Harassment and Discrimination.

GS 03005
Rev. 0

Retain for 6 years after final
determination

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
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4.6 MISCONDUCT/DISCIPLINE/GRIEVANCES

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAIENI'::Z)N DESIGNATION
: NUMBER (DAN)
Personnel Complaints, Upheld, Represented Employees GS 03044 Retain for 6 years after final NON-ARCHIVAL
Personnel complaints filed against or by represented state employees. May include Rev. 0 determination NON-ESSENTIAL
documentation, filing forms, backup information, recommendations, resolutions, then
and related memoranda and correspondence. Destroy.
Note: If the Collective Bargaining Agreement covering the agency’s employees provides
for a different retention period for these records, the agency should request approval of
a unique schedule for those records.
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4.7 OCCUPATIONAL HEALTH AND SAFETY
The activity of creating and maintaining a safe and healthy work environment for employees.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\'IFTIE)OI\INAI:ZI'\'I':::)N DESIGNATION
: NUMBER (DAN)
Employee Medical and Safety Files GS 03039 Retain for 30 years after NON-ARCHIVAL
Documentation may include: Rev. 0 termination of employment NON-ESSENTIAL

e Employee copy of medical documents of diagnosis;

e Prognosis, treatment and accommodation for employee injuries and ilinesses;

e Return to work plans;

e Maedical tests, medical examinations, medical procedures/results, and reports
from doctors, including agency copy of L&I claims forms and related
documentation.

This series includes Medical Surveillance, Exposure, and Audiology history record,
Employee/Supervisor/Reviewer Investigation of Accident/Incident forms, and
Accident Review Board Case Summaries.

Note: For more info on requirements for retaining employee medical records see
WAC 296-802-20005 and RCW 49.17.220.

then
Destroy.
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4.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'TIE)OI\INAI:ZI'\'I':::)N DESIGNATION
: NUMBER (DAN)
Distribution of Payroll and Related Costs GS 01062 Retain for 6 years after date NON-ARCHIVAL
A detailed distribution account of the payroll costs for each agency employee. Rev.0 of document NON-ESSENTIAL
then
Destroy.
Payroll Files GS 03031 Retain for 7 years after NON-ARCHIVAL
Series may include: Rev.0 termination of employment ESSENTIAL
e Documentation of employee pay status; then
e Misc., payroll deductions; Destroy.
e Internal revenue info, insurance plans;
e Other documentation concerning employee payroll.
Note: In the event of an employee transfer, current misc. deductions and forms for
insurance, etc., are forwarded to the gaining agency. The remainder of the file is kept by
the originating office.
Payroll Files, Retirement Verification GS 03032 Retain for 60 years after NON-ARCHIVAL
Salary and employment dates retained for the purpose of retirement verification. Rev.0 termination of employment ESSENTIAL
Records should show monthly salary earned and hours worked. then
Destroy.
Payroll Register GS 01060 Retain for 60 years after the NON-ARCHIVAL
Central, certified record of agency payroll, payroll deductions, and the net pay of Rev. 0 date of document ESSENTIAL

each agency employee. (This document can be used to assist in providing
retirement verification if adequate time worked data is on the payroll registers.)

then
Destroy.
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4.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAACI'\I"::Z)N DESIGNATION
: NUMBER (DAN)
Payroll Register, Deductions GS 01061 Retain for 6 years after the NON-ARCHIVAL
Central record of the accounting of funds withheld or deducted from each Rev. 0 date of document NON-ESSENTIAL
employee’s payroll to satisfy deductions. May include misc. payroll deductions. then
Destroy.
Payroll Register, Year-to-Date GS 01063 Retain for 6 years from the | NON-ARCHIVAL
Accumulative summary of payroll expenses for each agency employee. Rev. 0 date of document NON-ESSENTIAL
then
Destroy.
Payroll Reports GS 03033 Retain for 6 years after NON-ARCHIVAL
Various payroll reports used by the personnel/payroll offices to verify actions. May Rev. 0 report received and verified NON-ESSENTIAL

include:

e Payroll certification signed by agency head or designee and all documents that
reflect personnel actions;
e Internal revenue reports;

e L&l quarterly reports;
e Savings bonds;

e Sign-ups and deposits;
e Garnishments;

e Warrant cancellations;

e Electronic fund transfers;
e Year-to-date cost reports;
e Various misc. deductions.

then
Destroy.
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4.8 PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

DISPOSITION
'Lﬁ)"." DESCRIPTION OF RECORDS AUTHORITY DI::;E:\;T:)?“NA‘;'::LN DESIGNATION
NUMBER (DAN)
Wage, Quarterly Report of GS 01064 Retain for 6 years after date NON-ARCHIVAL
A report of the total personnel costs of each agency, detailing the status of each Rev.0 of document NON-ESSENTIAL
employee, pay range, and total wages paid to date. then
Destroy.
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4.9 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'TIE)OI\INAACI'\'I':::)N DESIGNATION
: NUMBER (DAN)
Employee Information File — Supervisor’s Copy GS 03024 Retain until completion of NON-ARCHIVAL
Documentation gathered by an employee’s supervisor in preparation for each Rev.0 evaluation NON-ESSENTIAL
employee’s performance evaluation. May include: then
e Notes regarding training and employee development; Destroy.
e Performance notes;
e Job assignments;
e Other related documentation.
Note: If this file contains any secondary copies of documentation found in the official
Personnel Record Folder, GS 03001 they may be discarded when their administrative
purpose has been served.
Employee Performance Evaluations GS 03002 Retain for 3 years after NON-ARCHIVAL
Evaluations of state employee work performance, prepared by his or her supervisor Rev. 0 completion of next NON-ESSENTIAL

on a regular schedule.

evaluation
then
Destroy.
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4.10 PERSONNEL
The activity of documenting an individual’s employment with the state government agency. Includes volunteers.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;ZII\'II'E)OI\INAACI'\I":::)N DESIGNATION
: NUMBER (DAN)
Personnel Record Folders, Non-Retired Employees GS 03001 Retain for 60 years after NON-ARCHIVAL
Documentation related to an employee’s state employment history including Rev. 0 termination of employment ESSENTIAL
position held, Position Eligibility Worksheet, Retirement Status Worksheet, Student then
Waiver of Retirement Plan or any agency documentation pertinent to the eligibility Destroy.
of the position or the individual employee for a retirement plan.
Note: This series does not include complaints, reprimands, disciplinary actions or
evaluations. Agencies have discretion to decide whether all personnel records are kept in
one file and subject to the retention required by GS 03001, or kept in separate files to
facilitate destruction of those records that are not required to be retained as long. See
GS 03042 for retention of personnel records that do not relate to retirement.
Personnel Record Folders, Retired Employees GS 03041 Retain for 25 years after date | NON-ARCHIVAL
Documentation related to an employee’s state employment history including Rev.0 of retirement ESSENTIAL

position held, Position Eligibility Worksheet, Retirement Status Worksheet, Student
Waiver of Retirement Plan or any agency documentation pertinent to the eligibility
of the position or the individual employee for a retirement plan.

Note: This series does not include complaints, reprimands, disciplinary actions or
evaluations.

then
Destroy.
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4.10 PERSONNEL
The activity of documenting an individual’s employment with the state government agency. Includes volunteers.
DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAI.\CNI'::Z)N DESIGNATION
: NUMBER (DAN)
Personnel Records GS 03042 Retain for 10 years after NON-ARCHIVAL
Documentation related to an employee’s state employment history. May include Rev. 0 termination of employment NON-ESSENTIAL

employees’ application, resume, assignment(s), telecommunicating agreements,
employee profiles, justification documentation, promotions, reclassifications and
other related employment information.

Note: This series does not include documentation pertinent to the eligibility of the
position or the individual for a retirement plan, which has a significantly longer retention
period. This series recognizes that some agencies segregate personnel records into
separate folders and allows those agencies to avoid retaining these records for the
longer retention period required for retirement related records. See GS 03001 and
03041.

then
Destroy.

4. HUMAN RESOURCE
MANAGEMENT

Page 76 of 117




S

Washington State Archives
Office of the Secretary of State

State Government General Records Retention Schedule
Consultation Draft — Version 5.1 (May 2011)

4.10 PERSONNEL
The activity of documenting an individual’s employment with the state government agency. Includes volunteers.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAACI'\I"::Z)N DESIGNATION
NUMBER (DAN)
Reports, Personnel GS 03009 Retain for 6 years after NON-ARCHIVAL
Various reports generated by the Department of Personnel (DOP) and made Rev. 0 superseded NON-ESSENTIAL
available to state agencies. The reports document employee info such as position then
changes, activity summary, affirmative action, position costs, seniority dates, under- Destroy.
fill, over-fill, termination, employee positions and status, new hire, non-permanent
tracking, multi-fill, and similar topics.
Note: Effective July 1, 2006, all reports generated by the DOP can now be generated
through the Human Resources Management System (HRMS) by each agency, instead
of being provided by DOP. All reports previously provided by DOP should be kept
under GS 030089 until their retention has been met. All reports generated from HRMS
can be discarded under GS 50. If the agency determines that the reports printed
have an administrative, legal or fiscal value the agency should then request approval
of a unique schedule for those records.
Volunteer Files GS 03017 Retain for 6 years after NON-ARCHIVAL
Applications, agreements, L&I forms, and other info pertaining to volunteers. Rev.0 calendar year ESSENTIAL

then
Destroy.
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4.11 POLICIES AND PROCEDURES

The activity of creating systematic approaches to operations and processes.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\'IFTIE)OI\INAI:ZI'\I":::)N DESIGNATION
NUMBER (DAN)
Policy, Rules and Regulations for Employees, Agency GS 03020 Retain for 6 years after NON-ARCHIVAL
Policy, rules and regulations adopted by state agencies to govern the behavior of Rev. 0 superseded NON-ESSENTIAL
their employees then
Destroy.
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4.12 POSITION DEVELOPMENT/STAFF STRUCTURE

The activity of structuring and organizing human resources.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;EII\'II'TIE)OI\INAACNI':::)N DESIGNATION
: NUMBER (DAN)

Job Specifications GS 03008 Retain until superseded NON-ARCHIVAL
Descriptions of job classifications which apply to positions held by the employees of Rev.0 then NON-ESSENTIAL
a state agency. Destroy.
Note: This series does not apply to DOP master files.
Position Files GS 03010 Retain until position NON-ARCHIVAL
History of each position within the agency. May include vacancies, reallocations, Rev.0 abolished or revised NON-ESSENTIAL
training plan, selective certification documentation, classification questionnaire and then
related documentation. Destroy.
Reduction In Force Files, Agency GS 03019 Retain until after conclusion NON-ARCHIVAL
Documentation of reduction in force actions by state agencies. May include Rev. 0 of any pending action NON-ESSENTIAL

documentation of the process and its implementation, agency decisions, reports,
correspondence, organizational charts, meeting minutes, administrative notes and
other documentation related to a reduction in force action.

then
Destroy.
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4.13 RECRUITMENT/HIRING
The activity of screening, selecting and employing individuals. Includes volunteers.
DISPOSITION
'L'g‘" DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T&NA‘E'::LN DESIGNATION
: NUMBER (DAN)
Applications/Resumes Received — Not Interviewed GS 03022 Retain for 6 months after NON-ESSENTIAL
Any request for job consideration, solicited or unsolicited, not interviewed. Rev.0 date of document NON-ARCHIVAL
then
Destroy.
Employment Eligibility Verification Documents/I-9 Forms GS 03036 Retain until after date of hire | NON-ARCHIVAL
Documents used to verify employment eligibility within the United States. May Rev. 0 plus 3 years or termination NON-ESSENTIAL
include: of employment plus 1 Year,
e Federal I-9 forms: whichever is later
e Passport copies; Dthen
e Copies of valid driver’s license; estroy.
e Copies of certificate of naturalization and supporting documentation.
See 8 CFR 274a.2.
Exit Interview, Personnel GS 03040 Retain for 6 years after NON-ARCHIVAL
Documentation of info gained during an exit interview with a terminating employee. Rev. 0 calendar year NON-ESSENTIAL
then
Destroy.
Recruitment, Employee GS 03012 Retain for 3 years after NON-ARCHIVAL
Documentation of the entire process used in recruiting and hiring new employees. Rev.0 position filled NON-ESSENTIAL
May include background checks or criminal history records requests. then
Destroy.
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4.14 STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.

See Agency Management —Training for record series relating to training of non-agency staff.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)EII\'II'TI(I)ONNAIENI'::Z)N DESIGNATION
: NUMBER (DAN)

On-The-Job-Training Files GS 03023 Retain for 6 years after NON-ARCHIVAL
Provides a record of a trainee’s dates of service, training plan, evaluation reports, Rev. 0 training terminated ESSENTIAL
correspondence, ADA requirements, and other related documentation. then

Destroy.
Training, Employee/Clock Hour Credits GS 03007 Retain for 7 years after NON-ARCHIVAL
Various forms, sign-up sheets and reports documenting courses attended by state Rev. 0 termination of employment NON-ESSENTIAL
employees. then

Destroy.
Training History Files, Employee GS 22003 Retain for 7 years after NON-ARCHIVAL
Records of an employee’s training history, including employee’s name and Rev. 0 termination of employment NON-ESSENTIAL
identifying info, courses registered for and completed along with completion dates. then
May be maintained as a separate record in the agency personnel office or within the Destroy.
individual employee personnel files.
Note: See also GS 03007 Training, Employee/Clock Hour Credits.
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5. INFORMATION MANAGEMENT

The function of managing the state government agency’s information, including forms and publishing, mail services, public disclosure, and records management.

5.1 FORMS MANAGEMENT

The activity of drafting, producing, and managing the state agency’s forms.
See FINANCIAL MANAGEMENT for financial records relating to forms.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I:::)?\INAI:Z"\‘I':)C)N DESIGNATION
: NUMBER (DAN)
Forms — Accountable NEW DAN Retain for 6 years after end NON-ARCHIVAL
Unused, pre-numbered forms such as checks, receipts, invoices, meal tickets and Rev. 0 of the fiscal year NON-ESSENTIAL
licenses. then OFM
Destroy.
Forms — Master Set GS 15004 Retain until use of form NON-ARCHIVAL
Master set of all forms created by the agency. Also includes source materials (.pdfs, Rev.1 ceases NON-ESSENTIAL
camera-ready copies, original photographs/images, etc.) then OFM
Destroy.
Forms — Creation GS 12001 Retain until no longer NON-ARCHIVAL
Records relating to the design, creation, and revision of agency-created forms. Rev. 1 needed for agency business NON-ESSENTIAL
then OFM
Includes, but is not limited to:
Destroy.
e Job descriptions/specifications/design records;
e Sample job products/proofs/samples.
Forms Inventory Files GS 12003 Retain until superseded or NON-ARCHIVAL
Inventories of stocks of forms on hand. Rev.0 obsolete NON-ESSENTIAL
then OFM
Destroy.
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT - Accounting for financial records relating to library services.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\']I::-IO?\INAACT'::)N DESIGNATION
: NUMBER (DAN)
Catalog NEW DAN Retain until no longer NON-ARCHIVAL
Records describing the library information sources owned by the agency. Rev. 0 needed for agency business ESSENTIAL
then OFM
Destroy.
Circulation NEW DAN Retain until no longer NON-ARCHIVAL
Records relating to the borrowing, lending, and returning of items in the library’s Rev.0 needed for agency business | NON-ESSENTIAL
collection. then OFM
Includes, but is not limited to: Destroy.
e |tem circulation history;
e User/patron records (applications for membership, borrower registration,
e parent/guardian permissions).
Excludes interlibrary loans covered by NEW DAN.
Collection Control — General NEW DAN Retain for 6 years after end NON-ARCHIVAL
Records documenting the physical control of the library’s collection. Rev. 0 of the fiscal year ESSENTIAL
. . then OPR
Includes, but is not limited to:
Destroy.

e Accession and deaccession (discard) of items;
e Interlibrary loans;
e Shelf list/inventory of holdings.

Excludes special collections covered by GS2010-023.

Note: Agreements relating to bequests are covered by GS 06008.
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5.2 LIBRARY SERVICES
The activity of circulating a collection of materials. Includes public, school, and internal agency libraries.
See FINANCIAL MANAGEMENT - Accounting for financial records relating to library services.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\']I'TIO?\INA’::T'::)N DESIGNATION
: NUMBER (DAN)
Collection Control — Special Collections NEW DAN Retain until special ARCHIVAL
Records documenting the physical control of the library’s special collections Rev.0 collection items no longer (Appraisal Required)
(archival, manuscript, rare books, etc.). needed for agency business ESSENTIAL
. .. then OPR
Includes, but is not limited to: .
. . . . Transfer to Washington
e Accession and deaccession (discard) of items; . .
. State Archives for appraisal
e Interlibrary loans; . .
o ) and selective retention.
e Shelf list/inventory of holdings.
Note: Agreements relating to bequests are covered by GS 06008.
Special Collections NEW DAN Retain until no longer ARCHIVAL
Items in the library’s special collections, including, but not limited to: Rev. 0 needed for agency business (Appraisal Required)
e Archival collections; then NON'EOS::NHAL
e Manuscripts; Transfer to Washington
e Rare books. State Archives for appraisal
and selective retention.
MANAGEMENT
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5.3 MAIL SERVICES

The activity of managing the circulation of printed information. Includes incoming and outgoing, internal and external mail processes.

DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(-;E:\'JI::-(I)ONNAAC':‘T:LN DESIGNATION
: NUMBER (DAN)
Mail Delivery and Receipt GS 13001 Retain for 6 years after end NON-ARCHIVAL
Records documenting the agency’s incoming and outgoing physical mail (letters, Rev. 1 of the fiscal year NON'EOS::NTIAL
packages, etc.). then
Destroy.

Includes, but is not limited to:

e Certified/registered/insured mail logs and return receipts;

e Postage meter logs/reports;

e Private ground delivery registers/receipts (UPS, Federal Express, etc.);

e Signed pick-up and delivery receipts;

e United States Postal Service (USPS) forms (certificate of bulk mailing, etc.).

Note: Contracts/agreements/permits relating to mailing services and equipment
are covered by GS 06008.
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5.4 PUBLIC DISCLOSURE
The activity relating to the agency’s contact with the general public, the media, the legal community, and others regarding state agency policies,
activities, and actions. Includes information releases, public information, office files, requests for information, and requests for records under the terms of
the Public Records Act.
DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI::CT)E:\':::-;)CI)\INAACNI':)C)N DESIGNATION
NUMBER (DAN)
Public Disclosure/Records Requests GS 05001 Retain for 6 years after NON-ARCHIVAL
Records relating to requests from the general public for access to the agency’s Rev. 1 public records request NON-ESSENTIAL
public records in accordance with chapter 42.56 RCW. fulfilled OPR
Includes, but is not limited to: then
Destroy.
e Internal and external correspondence relating to the request;
e Records documenting the public records provided to the requestor (copies or
lists of the records provided, etc.);
e Records documenting the public records (or portions) withheld (exemption
logs, copies of portions redacted, etc.);
e Records documenting administrative reviews relating to the request;
e  Public disclosure requests and appeals.
Excludes the records that are the subject of the public records request (which must
be retained in accordance with the applicable records series).
Requests for Information, General GS 05002 Retain for 1 year after NON-ARCHIVAL
Letters, memos, telephone logs, copies of responses, and related records Rev. 0 response to request NON-ESSENTIAL

documenting requests for information from the public, the media, and other
agencies.

Note: This series does not include requests filed under the provisions of chapter 42.56
RCW.

completed
then
Destroy.
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5.5 PUBLISHING

The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.
See FINANCIAL MANAGEMENT for financial records relating to publications.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\']I'TIO?\INAACT':LN DESIGNATION
: NUMBER (DAN)
Publications — Creation NEW DAN Retain until no longer NON-ARCHIVAL
Records relating to the design, creation, and revision of agency-created publications. Rev.0 needed for agency business NON-ESSENTIAL
. .. then OFM
Includes, but is not limited to:
Destroy.
e Job descriptions/specifications/design records;
e Sample job products/proofs/samples.
Master Printing Job Documentation GS 15001 Retain for 3 years after date NON-ARCHIVAL
A record of all work done by the printing and reproductive office. Rev. 0 of document NON-ESSENTIAL
then OFM
Destroy.
Online Content Management NEW DAN Retain for 1 year after NON-ARCHIVAL
Records documenting the publishing of the agency’s online (internet and intranet) Rev. 0 online content removed NON-(E)SFS'\ENTIAL
content. then
. - Destroy.
Includes, but is not limited to:
e Requests/approvals to upload/update/remove content;
e Confirmation of content upload/update/removal;
e Point-in-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consists of individual records which have their own separate
retention requirements. Each of these records must be retained for the current approved
minimum retention period(s) according to their applicable records series.
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5.5 PUBLISHING
The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.
See FINANCIAL MANAGEMENT for financial records relating to publications.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\']I'TIO?\INA’:IT'%N DESIGNATION
: NUMBER (DAN)
Photographs, Graphics and Visual Resources GS 15007 Retain until administrative ARCHIVAL
Photographs, slides and other graphic materials used in publications, stored in the Rev.0 purpose served (Appraisal Required)
form of prints, negatives, transparencies, CD-ROM images or other formats. then NON-ESSENTIAL
Transfer to Washington OFM
State Archives for appraisal
and selective retention.
Publication and Duplication Service Job Files GS 15005 Retain for 6 year after date NON-ARCHIVAL
Records of publication and duplication services provided by outside vendors or by Rev.0 of document NON-ESSENTIAL

agency copy services. May include copy requests, production activity logs, copy then OFM
machine activity logs, orders, job descriptions and specifications, publications design Destroy.
records, sample job products, estimates, material order sheet, proofs, samples,
completed job reports, summary of costs, and related records.
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5.5 PUBLISHING

The activity of drafting, producing, and managing the state agency’s publications. Includes web-based publishing.
See FINANCIAL MANAGEMENT for financial records relating to publications.

DISPOSITION

ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\']I'TIO?\INAACT':LN DESIGNATION
: NUMBER (DAN)
Publications GS 10010 Upon publication, transfer ARCHIVAL
Master set of all publications created by the state agency intended for distribution Rev. 1 one copy to Washington (Appraisal Required)
to state government, the public, or the legislature. Also includes source materials State Archives for appraisal NON'ESFS;NTIAL
(.pdfs, camera-ready copies, original photographs/digital images, etc.). and selective retention
N . - then
Publications include, but are not limited to: . .
Retain all other copies in
e Reports, manuals, brochures; accordance with NEW DAN
e Newsletters, magazines, journals, periodicals; (Secondary [Duplicate]
e Maps, plans, charts; Copies).
e Audio/video recordings and films/presentations.
Note: Agencies are required to transfer copies of state publications to the Washington
State Library in accordance with RCW 40.06.030.
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5.6 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)I;II\'II'E)ONNAACI'\I":::)N DESIGNATION
g NUMBER (DAN)

Conversion Process — Archival Records NEW DAN Retain until the converted ARCHIVAL
Records documenting the process of converting the agency’s Archival public records Rev. 0 Archival records are (Appraisal Required)

from one form to another where not captured in the metadata of the converted

transferred to Washington

NON-ESSENTIAL

records. State Archives OFM
then
Includes, but is not limited to: .
udes, butt im Transfer to Washington

e Migration of digital records (mapping schemas, testing reports, etc.); State Archives for appraisal

e Digitization of paper-based records (tests, inspection results, etc.); and selective retention.

e  Microfilming of digital and/or paper-based records (arrangement of originals,

guide sheets, etc.);

e Transfer of magnetic recordings.

Note: The source records are covered by NEW DAN or NEW DAN.
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5.6 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.
DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'JI::-(I)CI)\INA‘?II'\'I':)()N DESIGNATION
: NUMBER (DAN)
Conversion Process — Non-Archival Records NEW DAN Retain until the converted NON-ARCHIVAL
Records documenting the process of converting the agency’s Non-Archival public Rev. 0 Non-Archival records have NON-ESSENTIAL
records from one form to another where not captured in the metadata of the been destroyed in OFM
converted records. accordance with a current
approved records retention
Includes, but is not limited to: PP
schedule

e Migration of digital records (mapping schemas, testing reports, etc.); then

e Digitization of paper-based records (tests, inspection results, etc.); Destroy.

e Microfilming of digital and/or paper-based records (arrangement of originals,

guide sheets, etc.);

e Transfer of magnetic recordings.

Note: The source records are covered by NEW DAN or NEW DAN.
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5.6 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.
DISPOSITION
ILIEJM DESCRIPTION OF RECORDS AUTHORITY DI::(;E:\"I::-(I)CI)\INAQI'\'I'%N DESIGNATION
: NUMBER (DAN)
Source Records — Imaged (Archival) NEW DAN Retain until verification of ARCHIVAL
Archival source records which have been imaged using either of the following Rev. 0 successful conversion (Appraisal Required)
processes: then NON'(E)SFSI\EINTIAL
e Digitized in accordance with a valid approval by Washington State Archives in Transfer tq Washlngton.
accordance with WAC 434-663; or, State Arch.lves for appralsal
e Microfilmed in accordance with Washington State Standards for the and selective retention.
Production and Use of Microfilm.
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
Source Records — Imaged (Non-Archival) GS 11012 Retain until verification of NON-ARCHIVAL
Non-Archival source records which have been imaged using either of the following Rev.1 successful conversion NON-ESSENTIAL

processes: then OFM
e Digitized in accordance with a valid approval by Washington State Archives in Destroy.
accordance with WAC 434-663; or,
e  Microfilmed in accordance with Washington State Standards for the
Production and Use of Microfilm
And, provided that the converted records are retained in accordance with a current
approved records retention schedule.
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5.6 RECORDS CONVERSION
The activity of converting the agency’s public records from one form (source records) to another (converted records) through the processes of imaging
(digitization or microfilm preservation) or data migration (digital or magnetic).
As per WAC 434-662-040, electronic records must be retained in electronic format. For information on microfilm standards or obtaining approval for
early destruction of source documents after imaging, please contact Washington State Archives.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(-;E:\"I::-(I)CI)\INAQI'\'I'%N DESIGNATION
: NUMBER (DAN)

Source Records — Migrated GS 11011 Retain until verification of NON-ARCHIVAL
Non-paper-based source records which have been migrated to another non-paper- Rev.1 successful conversion NON-ESSENTIAL

based format such as:

e Digital records which are migrated to another digital format;
e Magnetic records (VHS, cassette tapes, reel to reel, 8-track tapes, etc.) which
are migrated to another magnetic or a digital format

And, provided that the converted records are retained in accordance with a current
approved records retention schedule.

Excludes paper- and film-based source records covered by NEW DAN and NEW DAN.

then
Destroy.

OFM
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\"I'E)CI)\INAQI'\II':)ON DESIGNATION
: NUMBER (DAN)
Conservation (Archival) NEW DAN Retain until the Archival ARCHIVAL
Conservation treatment records documenting repair to public records designated Rev. 0 records are transferred to (Appraisal Required)
as Archival. Washington State Archives NON-ESSENTIAL
OFM
then
Transfer to Washington
State Archives for appraisal
and selective retention.
Conservation (Non-Archival) NEW DAN Retain until the Non- NON-ARCHIVAL
Conservation treatment records documenting repair to public records designated Rev.0 Archival records have been NON-ESSENTIAL
as Non-Archival. destroyed in accordance OFM
with a current approved
records retention schedule
then
Destroy.
Destruction of Public Records NEW DAN Retain for the life of the NON-ARCHIVAL
Records relating to the destruction of the agency’s public records. Rev.0 agency. ESSENTIAL
OFM
Includes, but is not limited to:
e Destruction logs;
o Affidavits;
e Agency authorizations;
e Certificates/Notices of destruction.
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY DI::;E?rTL?“NA’z'::)C)N DESIGNATION
: NUMBER (DAN)
Records Control GS 11004 Retain until no longer NON-ARCHIVAL
Records relating to the physical and intellectual control of the agency’s records, Rev. 1 needed for agency business NON-ESSENTIAL
including, but not limited to: then OFM

e Essential records lists; Destroy.

e Files classification schemes/guidelines;

e Inventories;

e Records center transmittals/retrievals;

e Master indexes, lists, registers, tracking systems, databases, and other
finding aids used to access public records designated as Non-Archival.

Note: Master indexes, lists, registers, tracking systems, databases and other
finding aids for public records designated as Archival should be retained with the
records and transferred to Washington State Archives.
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5.7 RECORDS MANAGEMENT

The activity of systematically controlling the lifecycle of the state government agency’s public records (creation or receipt, use, maintenance, and

disposition).
DISPOSITION
ILI:)M DESCRIPTION OF RECORDS AUTHORITY DI?::)E::’E)CI)\INAQI'\II':)ON DESIGNATION
: NUMBER (DAN)
Retention and Disposition Authorization GS 11003 Retain until no longer NON-ARCHIVAL
Records relating to the retention of the agency’s records in accordance with Rev. 1 needed for agency business NON-ESSENTIAL
chapter 40.14 RCW, including, but not limited to: then OFM
e Internal working guides abstracted from approved records retention Destroy.
schedules;
e Application for Early Destruction of Source Documents after Digitization
(DAD) or Electronic Imaging Systems (EIS) application, provided that the
original is retained by the Washington State Archives;
e Agency’s copies of records retention schedules approved by the State
Records Committee in accordance with Chapter 40.14 RCW, provided that
the original is retained by the State Records Committee.
Transfer of Legal Custody NEW DAN Retain for the life of the NON-ARCHIVAL
Records relating to the transfer of the agency’s legal custody of its public records Rev.0 agency. ESSENTIAL
under one of the following circumstances: OFM
e Transfer of Archival records to Washington State Archives;
e Lawful transfer to another government entity (other state agency, local
government agency, etc.).
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6. RECORDS WITH MINIMAL RETENTION VALUE

This section covers records created or received by the agency which are typically of short-term, temporary informational use.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(T)E:‘_'J(')?“NAAC':%N DESIGNATION
) NUMBER (DAN)
Agency Information — Routine GS 50001 | Retain until no longer NON-ARCHIVAL
Internal and external requests for, and provision of, routine information about the Rev. 1 needed for agency business NON-ESSENTIAL
operations of the agency, such as: then OFM
e Business hours, locations/directions, web/email addresses; Destroy.

e Meeting dates/times.

Agency-Generated Forms and Publications — Copies NEW DAN Retain until no longer NON-ARCHIVAL
Blank forms and duplicate copies of publications, provided that the agency retains Rev.0 needed for agency business NON-ESSENTIAL
the primary record in accordance with the current approved minimum retention then OFM
period. Destroy.

Includes, but is not limited to:

e Reports, catalogs, brochures, calendars, posters;
e Multi-media presentations (videos, CDs, etc.).

Excludes publication masters covered by NEW DAN.
Excludes form masters covered by NEW DAN.

Excludes accountable forms (unused, pre-numbered checks, receipts, meal tickets,
licenses, etc.) covered by NEW DAN.
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DISPOSITION
'Lf)""' DESCRIPTION OF RECORDS AUTHORITY o1 E:;E::T:)?“NA’Z'::)ON DESIGNATION
NUMBER (DAN)
General Information — External NEW DAN | Retain until no longer NON-ARCHIVAL
Information received from other agencies, commercial firms, or private Rev. 0 needed for agency business NON-ESSENTIAL
institutions, which requires no action and is no longer needed for agency business then OFM
purposes. Destroy.

Includes, but is not limited to:

e Catalogs, reports, multi-media presentations (videos, CDs, etc.);
e Informational copies, notices, bulletins, newsletters, announcements;
e Unsolicited information (junk mail, spam, advertisements, etc.).

Secondary (Duplicate) Copies NEW DAN | Retain until no longer NON-ARCHIVAL
Copies of records (created or received), provided that the agency retains the Rev. 0 needed for agency business NON-ESSENTIAL
primary record in accordance with the current approved minimum retention then OFM
period. Destroy.

Includes, but is not limited to:

e Data extracts and printouts from agency information systems.
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DISPOSITION
'L';M DESCRIPTION OF RECORDS AUTHORITY o1 g:;i:g&”&':?w DESIGNATION
: NUMBER (DAN)
Transitory Records NEW DAN | Retain until no longer NON-ARCHIVAL
Public records that only document information of temporary, short-term value, Rev.0 needed for agency business NON-ESSENTIAL
and provided that the records are: then OFM

e Not needed as evidence of a business transaction; and, Destroy.

e Not covered by a more specific records series.

Includes, but is not limited to:

e Miscellaneous notices or memoranda which do not relate to the functional
responsibility of the agency (notices of community affairs, employee
meetings, holidays, etc.);

e Preliminary drafts of letters, memoranda, reports, work sheets, spreadsheets,
presentations, and informal notes, etc., which do not represent significant
basic steps in the preparation of record document(s);

e Routing slips used to direct the distribution of documents;

e Shorthand notes, stenotype tapes, and mechanical records, after they have
been transcribed into typewritten or printed form on paper or microfilm;

e Telephone messages (including voicemail, digital voice messages, etc.);

e Letters of transmittal which do not add any information to the transmitted
materials.
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GS 01010....cociiiiiiiiiiiiiciccee, 50 GS 03011 ..o, 62 GS 05001 ....cccviiiiiiiiiiicciieeeee, 86 GS 10002.....ccviiiiiiiiiiiiiieie 12
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GS01019....coiiiiiiie 53 GS 03020....ccciiiiiiiiiiiiiiiicie, 78 GS 06004 .........ooviiiiiiiiiceeis 7 GS 10010....cociiiiiiiiiiiiiciceeee, 89
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GS01043....coiiiiiiiiirce, 49 GS03022....ccviiiiiiiiiiic 80 GS 06008.......cocviviiririiniiieiiice, 7 GS 10012....coiiiiiiiiiiiiic e 9
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GS03004.......ooeeereieieiee, 67 GS 03044 ..., 69 GS 09016....ceeviviiiiiiiiiiiieiiees 15 GS 14007 ..o, 32
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information systems/data.......cccccccevveeerenreeennen.. 37
accession/discard (libraries) ......coceeeveeveveeennenns 83, 84
accidents
employees
claims/reports.....cccceeveeevreeeneens
investigations/review boards
MOLOr VEhICIES ...eviieiiiiiiee e
accidents/iNCIdeNtS......c.vcevveeeeeeee e
accommodation (employee special needs)
INJUFIES/IIINESSES ..ecvveeereeeree ettt 70
reasonable accommodation.........cccccevviieinnneenn. 62
accommodation (travel expense reimbursement). 55
accountable forms .......cccvvvevieenie e
accounts payable/receivable
acquisition/purchasing
authorities .....ccccccveeennes
credit cards (agency)

EOUIPMENT (et

land parcels.......ccccceeeecieeccciee e 39,40

ONIINE OFAEIS....eiiieeiiieeiee et 50

L 0] o] o 1= SR 8

Water rghts .....ooccvveeeciee e 41
acquisitions/purchasing

VeNndor PAYMENTS......cccveeeereieeeeieeecreeeeeeee e 56
ADA (Americans with Disabilities Act)

employee training requirements...........ccccuuveee... 81

INDEX TO: SUBJECTS

INDEX: SUBJECTS

reasonable accommodation ........cccceevevenieennnenn. 62
administrative plans/working files..........ccccoeeruenene 15
advertising and promotion .........cccecvevevienieenneenieen. 5

advertising materials
conferences/seminars/training courses

grant funded deliverables.............cccovveeeeierennenn.
advice

Provision Of .......uvieeciee e 10
advice (1egal) ..cccueeeeeeieeee e, 21
affirmative action

COMPIAINTS oo 66

plans/goals/reports .......ccoceeeveeerenercereeiereenn 62

reports from Department of Personnel (DOP) ... 77
agency

publications/forms .........ccccevvveeveeecreeecreeenne. 89, 97
agency history files .......ccooeeeiiiieciie e, 11
agency rules

development/enactment

iNterpretations.....c.ccvvveeeiiiieeccee e
agendas
general office Meetings .......cccecvveveeeciericieecceens 18
policy setting meetings........cccceeeeveeevcieeeeciieeens 11
copies on executive level subject files ........... 14

project teams (significant/historical projects).... 19
agreements (purchasing, escrow, lease, inter/intra-

AZENCY) teeeieeeiee ettt et rre et re e sraesre e 7
allotments (revenue/expenditure) .......ccccceeeveneene. 49
Americans with Disabilities Act (ADA)

employee training requirements

reasonable accommodation ........ccccceevvviriveennnn.
analysis of financial balance.............ccccoeeeevieeennen.
annual

EVAlUALIONS .evvveviiiiiiiiieeeeeeeeeeeeeeeeeeeeee e 74
[EAVE coviii ettt 60
appeals

affirmative action/equal opportunity complaints

personnel action
application development.......ccccoeeveeiiiieeinnierennnen, 37
applications (employment)

complaints (affirmative action/equal opportunity)

........................................................................ 66
applications (grants)
agency programs
AWANAEd ..eeeiieeieeiieeee e 59
denied ..o 58
external Programs ......ccccevveeeeeeviieeceesciee e 59
applications (information systems/software)
USer access (SECUNitY).....coveeeiiieeeeciee e 37
applications/resumes received
NOt INtErVIEWEd ...covvviiiiciieceecec e 80
appointments (boards/committees)..........cccccevveneee. 9
appointments (calendars)
EXECULIVE..eeeeeeeriie et 9
oL [T | R 20
appraisals (Iand).......ccoeeveenenienieneeeee 39
appreciation ceremonies
EMPIOYEE ...t 61
architectural drawings
construction/remodels
non-general administration ...........cccceeeuveenn. 28
construction/remodels
General Administration.......cccceeevceeeenciieeennnne 27
major repairs/replacements.........ccccceeereecveennnne. 29
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reference Copies .....covvvvvvierivciee e 29
archival

collections (libraries) .....ccoceeeeveeeeecreeeeecreeeenen. 84

records (transfer).......cccoeveeeeceeeeciee e 96
articles (newspaper/journals)

agency head/executive level ........ccccveveerieenenns 13
asset depreciation

buildings/equipment/land.........cc.ccoeevveevveennn..

(=] o o] £ £ RS
assets, fixed
attendance and leave records

attended training CoUrses......cccccvvvveeerciieeenciiee e
Attorney General

opinions/correspondence ..........cceeeeveevveeenneenne. 21
audio/visual

agency publications ........ccccceeecieeecciiee e, 89

SOUICE FECOIAS .eevuveriiierreeiieenieesireeseeesieeenaeeenes 93
audiology history

employee injury and illness ........ccccoveeeevveeennneen. 70
audio-visual recordings

history files ....c.ooverieneiieeeee,

policy setting meetings

security/surveillance.........cueeceeeceeeceecciee e

speeches (agency head/executive level)............ 13
audit

trail fileS oveeieeiece e 31
FE 10 Lo [} 47,48

rant Programs ......ccceceevniiiaee 58, 59

NON-fISCAl .vveeiiiiiiice e 15
automated call distribution data .........cccceevueeennnen. 46

INDEX TO: SUBJECTS

B
background checks........cccccoeeciiieiiiieciiieeee s 80
backup files ....cueeeeiieeeee e 36
balanced scorecard.......ccccvvvervieenieiniieeiee e 13
banking (checks/deposits/statements) ... 50
benchmark data sets.......cccoeveevvieeniiiniennecceeeen 38
bids (from vendors)
INVIEATIONS .eeeeiiiieieeee e 7
UNSUCCESSTUL coniiiiciiic e 7
bills (legislation) .......cccceveveercieeiieecie e 23
board appointment.......ccccccccvieeeiiiieecieee e, 9
boards
appointments/terminations of members............. 9
brainstorm/team incentive program (TIP).............. 15
brochures (agency publications).........cc........... 89, 97
budget preparation working files ...........cccecuverneee. 50
building
inspection records ........cccceeeeeciiiiieeeeeecnnns
maintenance and operations
0pPEration reCords......ccuceevvieeriueerieenieeenieenee e
buildings
construction/remodels
non-General Administration .......c.cccoeceeeneenne 28
construction/remodels
General Administration.......ccccceevecieeeenieeennnns 27
inventories/depreciation .........ccocevceveveeercenenne 43
maintenance/repairs
major/replacements ........ccccveeeveeeeeeenreeeireeenns 29
minor/routine .28
security (access/surveillance) .42
business hours/addresses.......cccoveeeveveeeeevveeerennnen. 97

C

calendars
agency publications.........cccceeeeeiieicciiee e,
EXECULIVE. .t
general.....cccveeenneen.
camera-ready artwork
capital assets management system
capital construction projects

General Administration (agency copies) ............ 27

non-General Administration........ccccccoveveeeinnenn. 28
cash receipt records........cocceeeiieeecieee e 50
cash receipts/register tapes........coceeevveeveevveeeneeenne 50
catalogs

agency publications .........cccceeevieeecieeeenen, 89, 97

library collections .........cccceecieeeeciee s 83
CDs/DVDs/videos (agency publications)........... 89, 97
certificates

bulk Mailing «oceveeeeiiee e 85

destruction

public records.......cccoccieeeeciieieciee e, 94
certified mail (logs/return receipts)......cccceeeveennee. 85
charity fundraising .........cccceveveeeiiiieecce e, 5
Checks ..ooiieieiie e see also warrants

FEEISTEIS 1ottt 50
chemicals (hazardous)

Material Safety Data Sheets (MSDS) .................. 18
circulation (libraries) ......cccceecieeeeciee e, 83
claims

employee injuries

warrant register.....cccoceevevevvveiinnnns
client service agreements
clock hour credits

EMPIOYEE ...t 81
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collections

[T = L (=L 83, 84
commissions

appointments/terminiation of members ............. 9
communications

EXECULIVE. .ottt 10
compeNnsatory tiMe ... 60
COMPIAINTS..eiiiiiieeccee e e 66

affirmative action/equal opportunity................. 66

policies/procedures

whistleblowers..........
compliance auditS ......cccveeveeriieinieniieeee e,
computer

run scheduling ........cccovieiiiiiciiiee e,

SUMMAry USAZe FEPONT ...ccvveerveeiieerieeereeesvee s

SYSEEM USALE ..veveveeeiieiieeiieeieesteeseeesreesneeneeas

USAEE Fil@S .uveeeeiieecee e

USAEE fil@S .evreeeiieeeeee e
condemnation actions (land) .......cccceeevvveeeecineeennen.
conferences (agency organized)
conservation (public records) .......ccccccevvveerveenneennne.
construction

buildings/facilities

General Administration......c.cccoveveeverenienineenns 27
non-General Administration .........cccoecvevveenne 28

construction documentation ........ccocceeveeeerieeniennne 28
contractor

training and development files.........ccccceecvveennnes 26
CONTFACTES .o 7

[@bOr UNION oo
conversion (records) ......ccceeeeceeeeeciieececeveeeennee.
CONVErSION Plan.....ccccuviiiiiieecciee e
conveyancing (land sales)
copies

INDEX TO: SUBJECTS

OULPUL rEPOIES coeieeieieieeeeeeeeeeeeeeeeeeeeeeee e, 32
copies (duplicate/secondary)........cccoeeeeveeeveeeveennen. 98
copies (informational)........ccccceeeeiieeeiiieecceee e, 98
copy center request files.......cccceeeeveeiicieeecciee e, 56
copying/duplicating (print job documentation) 87, 88
correspondence

Attorney General .......cccceevcieeeeciee v, 21

EENETAluuiiii i

program
councils

appPoINtMENtS/terM ...cccveeeveeciecee e 9
course

eNrollMENt ..couveeriieiecee e 25

registration ......ccccvvvciivieei i 25
courses (Lraining) ...ccvevcveeeeciee e 25
court decisions/orders

interpretations.......coccvvveeeiiiieciiieee e 11
creation of forms/publications ............cccu....... 82,87
credit card

FECRIPTES ittt 50
credit cards

payments to agency................

purchases by agency
criminal history .....occcvvevcieeee e,
custody (public records).......cccceevueevcieenireerieeneeene 96
customer

development files.......ccooeeiiiiiiiieeiieeeeee e, 26

training and development files.........ccccccecuveennns 26

training files .....oooccvee i, 26
CUSLOMET QUAILS .veveveeiieeieeiie e 47

D

DAD (Early Destruction of Source Documents after
Digitization) c.cveeeeeeeee e s 96
data
audit trail files....cccvvviveviiniiee e,
dictionary reports...
documentation........

data processing
OULPUL rEPOITS .ottt 32
ProOCEAUIES.....uvieeeeeectiitee et e et e e e 32
database

databases

USETr aCCESS (SECUNTLY)..uevvrreerieenierierie e rieeee e 37
Ay fil@S .eieeieeeeee e 20
deductions

PAYroll registers ....ccccveiivciieiiieeeeiec e 72
deeds (titles/ownership)

delivery (Mail) ....ooeeeeeeeceeeee e, 85
Department of Licensing (DOL)

motor vehicles (title/ownership)......c.ccceeeueeneenee. 45
AEPOSIES. .ottt 50
depreciation (assets)

buildings/equipment/land........c..ccoeeeeevveennnenn.

Yo Yo o £SO
design (agency forms/publications)
destruction (of public records) .........
destruction of electronic data...........
detail records......ccovcveeeeiiiiicreee e
development
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system and application.........cccccevvvciieeeeciee e, 37
digital voice messages/voicemail..........cccccuveeuneennee. 99
digitization of records ........ccocoverveiriienninenns 90, 91, 93
directives (papers of executive direction) .............. 12
disbursement reporting system report

DR raran 51
discrimination ......ooocveiiiiieiinieee e, 66
disposal/disposition

equipment/property

land ..coceiiiieeeeeees

motor vehicles..........
distribution liStS ....cccverevcieeiiiieeceee e,
documentation

LV (=] 1 TS PPPPPRt 36

system and documentation...........ccccoeeeeennnnneenn. 37
documents (digitized) .......cceeeeviieeciieeeee e, 92
donated [€aVe ......coecuveviiiniiiirc e 60
donation of public records........ccccevviviiieencieeenen, 96
AraftS .o

drafts (preliminary)
drawings/plans (architectural/engineering)
construction/remodels

General Administration......c.cccovcveeveeenieciieens 27
non-General Administration .........cccoecvveieennne 28
major repairs/replacements.........ccoceeeeerveennnenne 29
reference Copies ......ocvvireeccieececiee e 29
driver’s liCENSe COPY...cuurrrirrrrrere e e eriee e e 80
duplicate COPIeS ...cevuvreeeeiiie e 98

E

Early Destruction of Source Documents after
Digitization (DAD) ....cccvveveeeiieeieesreeseeesereesneenns 96

INDEX TO: SUBJECTS

educational materials

grant funded deliverables.........cccccccovveeecrerenneen. 58
electronic

funds transfer (EFT) ..ccoveeeevieieeieeceeeeeeee e, 72
electronic funds transfer (EFT)

FECEIPTS coireieiiiiiee et 50
Electronic Imaging Systems (EIS) ......cccceeveeenn. 92,96
electronic information systems

online content ......ccccccvvveeeciie e 87
electronic records

control ..........

conversion

(o [T {4 U o1 d o o R RSP 94

forms/publications .........ccceeveevveeeeeecieieceeeneens 97

from external SOUrces........cccceeecveeeecieeeeciieeens 98

MIGratioN ..ooooiiiiiiiiii e 93

ONIINE et 97

online content .......cccccvveecciee e, 87

retention/dispostion........c.cccceeeeeeiieeceescieenienne 96

secondary/duplicate............ ...98

source records.....cccoecveeennne .92

transfer of legal custody ... 96

EFANSITONY e 99
email

oo [0 [T Y SRR 97

unsolicited/spam .......cccceeeveevcieeeie e 98
employee

E 1T o £ 61

copy of medical document diagnosis ................. 70

CreditsS . .uuieeiiie e 81

development NOteS.......cccveeeeeeiecciiieeeee e, 74

eligibility ..oocveeeeeiiee e,

information File
job assignments

medical and safety file.....cccovveiniiiiiniiiieees
not interviewed .........cccoeceeiieiniienieeeceeeeees

expenditure reports ......ccceeveeeveerveesieeneens
recognition meeting minutes
recruitment......ccccooveiiceeiiiieiieeee,
rules and regulations.....
TFAINING wevveiii e
Training NOLES.....uuuiiiiiiiiieaee
verification documents........ccoeceevieinieinieinieenne
employee performance evaluations...........c.......... 74
employee training
11y o] o TSR 81
employees
accidents/injuries (claims/reports)............... 63, 64
reasonable accomodation
SUEEESTIONS cevvvvviiieiiiiierererererereeeeee e eee e eeeeeeeeeees
employment
APPHCAtION e,
ASSIENMENTS cveeeviiieee e rreree e
classification questionnaire........ccceceeeeeceee e,
classifications.......cceeeciericccies e,
NISEOIY e
POSITIONS coeveiiiiiiieieiii
ProfileS....cuieeeiiee e
PromMOTIONS ..veeeieiiciiiieee et e e e
reallocations ......eecveevieenieeiiecee e
reclassifications .......cccocceeeeiciee e
resume
telecommunicating agreements
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training plan......ccv e, 79

VACANCIES weeuvrieeeiieienireeeeireeesnreeesnreeeesnreeesnneens 79
engineering drawings/plans

construction/remodels

General Administration.......cccccoveveeeriienennnen. 27
non-General Administration .......cccccceeevnneenn. 28
major repairs/replacements..........cceeeveerveennen.. 29
reference Copies .....coccevveeiiciiececcee e 29
equal opportunity
COMPIAINTS e
plans/goals/reports
equipment
disposal/disposition.........ccceeererereeieeeerienieienns 43
iNStallations .......ceevviieiiniiiiee e 36
INVENTOMIES ...eeeeieeeeeeeeeeee et 43
maintenance/repairs/servicing ........cccoeeeeveennee.. 44
FEPAIN ciiiieieei
replacement .....coeeecveveeciee e
FEQUISITIONS ..vvvvveeieee et ceerrre e e e e
support files..............

escrow agreement
essential records

[IS TS uueeteeerteeeree st e et e e e et re e 95
evaluations

VEANIY o 74
events (history files)......ccoooeeevieeicccee e 11
examinations (aUdits) .......cceeeveeeveeeieeiciee s 47,48
eXchange time.......occveeeeciie e 60
executive communications (internal/external) ...... 10
exit interviews

terminated employees .......ccccceeeeeeciiieeiee e, 80
expenditure (allotments) ......ccccceecveeevciieeecciiee e, 49
exposure

employee injury and illness ........ccccccveeeecveeenneen. 70

INDEX TO: SUBJECTS

external audits .......oooccciiieeiiiiic e 47
extracted data summary........ccocceveeeeeieeiiiiineee e, 32
eye injuries (emMployees) .......cocceeecieeeccrieeeeciiee e, 64
F
facilities
construction/remodels
General Administration.......cccccoccvveeveiierenneen. 27
non-General Administration .........c.cccceevveeen. 28
maintenance/repairs
major/replacements
MINOF/rOUtING ...ovveeeeeieee e,
security (access/surveillance)
facility
iNSPection records ........occvvvevieeeecciee e 29
0peration records ......covevneeeirieeeeseieeeeceee e 29
family medical and shared leave..........ccccccevevvennns 60
federal
revenues and expenditures .........cccecevveeeeeeennns 51
field order files.......ccoooviiiiiiieeiieeecee e, 56
files classification .........cccoecveeiiciiiecccee e, 95
financial
DAlaNCES ....oeieeiiieecee e 51
reporting
working documents
Fiscal Year End .....ccoecuveveerieecieee e 51
reports
daily
QABENCY COPY veveirriirrrierersiirreeeeessssrreeeesesssseeeees 52
fiscal year end
ABENCY COPY coviiinnriiiiiie ittt 51
monthly

QABENCY COPY trrrrrrrrrririrrerereierereeereeeeeeeeeeeeeeeaeeeaeanes 52
quarterly

AZENCY COPY wurrrreeerrirrrreeeessiiirreeeesssissreesessssssnnees 52

financial institutions (banking/transactions) .......... 50

financial reports
grant programs

fINdIiNg QidS...uveeeiieeeeciee e
finding aids (public records)........ccceeveeeviveeeniieenns 95
findings (audits)

FINAl e 48

Preliminary ... 47
fiscal notes (legislation) ........cccceevevevieeceesiieniens 23
fiscal year accounting activity.........cccccevvieeeeiieeenns 51
FIXEA ASSELS..uiiiuiiiiieiiie ettt 28
fleet (motor vehicles)

accidents/logs/USage . ....ccveeveeveereeereeireereeneereens 45

disposal/maintenance/repairs/servicing............ 44

title/oWNnership ..o veeeveeieeeeeeee e 45
floor plan drawings .......ccceccveveicieeinccie e 30
flyers (advertising/promotional materials)

conferences/seminars/training courses............. 25
FIMILA oottt s 60
form

1098 reporting forms........cccccvveeeecveeeccieeesiieeens 53

1099 reporting forms........cceccvveeeecvee e 53

5498 reporting form .......cccccvevcieeeecieeeecee e, 53

electronic funds transfer authorization form..... 56

1-980

internal revenue service reporting forms........... 53

vendor registration form

W2 reporting form........cccccoveeeecieeccciee e,

W0 ettt e
forms

AcCOUNTAbBIE c..eveeieiie 82
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(o] (=T 1 4o TN 82, 87
master set (agency-created)......ccccoeeeeevveeennnennn. 82
supplies/blank ........ccccveeiieeiieiiece e 97
forms (design/history/inventories/printing/use) ... 82
fraud allegations (whistleblowers) ........cccccccueeuenne 48
fundraising, charity ........ccocoeeiiieniiinieee, 5
furniture
inventories/depreciation.........ccceeeeveeeereniveennen.. 43
G
general
information (external) ........cccooeeeeeiiiicieeccieen, 98
ledger trial balance.......ccoceevcieeeccciieceee e, 52
public training files ........cccceveieeeciiieee e, 26
General Administration (Department of)
CONSErUCtiON ProjectS....cccvveeeeeireiirieeeeeereiieeenesn 27
GMAP (Government Management, Accountability
and Performance Program) .......cccecceveecvenuennenns 13
Government Management, Accountability and
Performance Program (GMAP).........cccccveeecuveennn. 13
grants
ABENCY PrOZraMS .evvvevevvverererererererererererererenen 58, 59
received by agencies........cccccvveeeciriicieeeecieeens 59
graphics (used in publications) .........ccceeeveevveeneens 88
BIIEVANCES ..eeeiieiiieeeieee ettt s 66
H
harassMeNt ....c.ceevvieeieee e 66
hardware conversion plan .........cccccoeeeiiiieeeeincinnns 34

hazardous chemicals

INDEX TO: SUBJECTS

Material Safety Data Sheets (MSDS) .................. 18
Help Desk requests .....c.vevevcveeeecieeeecieee e 33
history

employee training......ccccoeevveeevieeeenciiee e 81
history files (agencies/programs/events) ............... 11
hold harmless agreements..........ccccceervienieiiieenneenne 7
holiday NOtICES .....cccuvieeeiiieeee e, 99
I
identification badges (security) .....cccceevereecieeennen. 42
imaging systems (digitization) .......ccccoeceevivverveennnnn. 92
incidents/accidents......ccc.oeovceeeiicveeeeiiiee e, 24
INOEXES civeiiieeetee ettt st 32
Information Technology

asSiStance requesTS......ccvvvveeeevirciiieee e, 33

project documentation.........ccccceeeeieeiecverenneenn. 35

project planning.......ccoceevveerieeniiieniensee e 35
informational

(o] o] [T PPt 98
injuries

employees (claims/reports).......cccceeeereeeenens 63, 64
input documMEeNtS.......cooecviveveiee e, 33
insurance

WaIVETS.eeiiiieeiieiiiieeeeeeeeirreeee s s e sabreeeeessssaneaeeeens 7
inter-agency

DIllING fIlES.ccveiiiieeiee e 56
interlibrary [0ans.........cccceee i 84
intermediate files......coccvvvveviiiiniene e, 38
internal audits.....ccocceeviienieeiir e 47
INErNET USABE ..cviii it 34
internet/intranet

content management.......cccceveveveiiiiiiieieienenenene. 87

WEb addresses ...ccuuvvviierieeiieiriee e 97
inventories
buildings/equipment/land............cccceeevevreennnenne 43
forms (stock on hand)........cccceeeeiieiiiieeeciees 82
JANd e 41
(18] o] [ Tol Yol o -3 95
SUPPIES/PAILS .ot 44
investigations
accidents/iNCIdents........occvveiveveeeivceeeceeeee e, 24
accidents/incidents (employee) ......cccceevveeuvennee. 70
investigations (aUdits).......cccceeeviiveecciieeccieeen, 47, 48
investigations (whistleblowers) .........ccccceeeverenneen. 48
invoice voucher files .......cccoovvevienniiinienieceeeee 56
IT assistance reqUEeSES .....covvvvverieeeeniiiiiieeee e 33
J
job specifications ........ccceeeeciiiciiiieeecee e, 79
journal articles
agency head/executive level .........cccoeeevveenenee. 13
journals
agency publications ........cccceeevieeeiciiee e, 89
Junk Mail/spam ... 98
K
keys/key cards (building/facility security) .............. 42
L
Labor & Industries quarterly reports..........ccec........ 72
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Labor and Industries (Department of)

injury claims (agency copy)....cccceevererciveennnns 63, 64
labor unions (contracts/relations) ........cccccecevueenne... 65
land

condemnation actions........cccovcveeeenciieeiisieeenneen. 39

inventories/depreciation .........c.cceceeevereerienieneenne. 43
land (real property)

acquisition/purchasing .........cccceevvveeeeeiveeecneeenne. 39

aAPPraisals....ccccecveeeeeciee e,

disposal......cccceeennenn.

disposal/sale

escheated to the State

INVENTOMIES .eieiiieeiee ettt
title documents........cooceevviiiiiiniie e,
layoffs (reductions in force)......ccoceeeeeveiieccneeeennennn. 79
[ease agreemMent .....ccccueeeeciieeecciee e 7
legal advice/opPiNioNS ........cccveeiieeeieecre et 21
legal issues/matters.......ccccveeicieeceeerveesee e 22
1egiSIatioN....c.eveeeiee e 23

legislative

(410 Z=T USRS
legislature .........ccoueeneee.
letters of transmittal
liability WaIVErs .......oeeeiieieeeeeceee e
libraries

catalog/circulation.......cccceeeveeveeeieecceeeneens 83, 84

special collections.........cceecveeeevieeeeciee e 84
Licensing (Department of)

motor vehicles (title/ownership)......c.cccceueeue.ee. 45
litigation case files......ccccovvieeiieeiciieeeeee e, 22
loans (interlibrary) ......cccoeeeecieeeeiieeeeeeeeee e, 84
lobbying (public disclosure) .......cccceeeecvieeeecvee e, 23
long distance telephone authorization................... 46

INDEX TO: SUBJECTS

M

magazines (agency publications) ........c..ccccceueeeuneee. 89
magnetic records (audio/video tapes)........ 90, 91, 93
mail (delivery and receipt) ......cccecveeeeciieeeecieeeeen, 85

maintenance/repairs
buildings/facilities
major/replacements

MINOF/TOULING oot rveee e
EQUIPMENT it
MOLOrVENICIES ..vvveeiiee e
major building repair

replacement .......cocccveeecciee e 29
management reporting system ........ccccceeeviinnnnnnnnn. 53
manuals

agency publications ........ccccceeevciieeiciie e, 89
manuscript collections (libraries)........ccccecvvevveenneen. 84
maps/plans/charts (agency publications)............... 89
master

file validation ......ccceeveeeiiriiiecec e 31
master indexes (public records).......cccoceeeecveeeennenn. 95
master set

FOIMIS et 82

PUbliCations ....vevieiie e 89
Material Safety Data Sheets (MSDS).......ccccccveeuen. 18
mechanical recordings......cccccoeveervieenienneeeiieneens 99
media

articles by agency head/executive level............. 13

newspaper clippings

press releases ..........cceuee...

requests for general information
medical

EXPENSE Plan....coceviirii e 61
medical and safety file

EMPIOYEE ...ttt 70
medical examinations/tests/records (employees) . 70
meetings

dates/times/10cations......ccccccvveeeeevieeeieneee e, 97

generaloffice.. .., 18

notices (eMPIOYEE) ....ccovcueeeevcieeeeiier e, 99

[oTo] [Tor VY=Y d d oV SRR 11

schedules (EXECULIVE) .....ccvveveeeveeeeeieeeeeieee e, 9
memo/memorandum

TFANSITONY e 99
messages

telephone/voicemail........cccooveeeieeicieeniieeiieeeieens 99
microfilm

records/standards .......cceceevvvieeeniieennns 90, 91, 92
migration

CONVErSION PrOCESS ...evveerireeeriiieesenreessreeenns 90,91

SOUICE FECOIAS ...uvveeeeiieeeeieeeeiieeeesteee e e e seeeas 93
minors

library permissions ........ccccceeeecvieeeeeeecciniieee e, 83
minutes

general office meetings.........ccoecveveviieecciee e, 18

policy setting meetings
monthly

approved allotment and revenue reports.......... 52
combined approved and adjusted allotment
FEPOITS .ceiiiiiiriiee e 52
financial statement reports.......ccccccecveeeeciveeennes 52
general ledger trial balances .........cccccecevveeenneen. 52
treasurer accounting system reports ................. 52
working papers reports ......cccecceeeevcveeeeecveeeenen. 52
motor vehicles
accidents/I0gS/USABE ....cveververiererereeeeeeeenns 45
disposal/maintenance/repairs/servicing............ 44
title/OWNErship ...coecccveeeeeecrecee e 45
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MSDS (Material Safety Data Sheets).........cccee........ 18
multi-fill position........cccccvieeciie e, 77
multi-media presentations (videos/CDs/DVDs)

agency publications ........cccceeeeeieeiiciee e, 89, 97

from external SOUrces........ccoceeeeiieeciiieeeee e 98
N
naturalization certification.........ccccccoeeviveeeeeiiiecnnns 80
negotiations (contracts)

[abor UNIoN ....veeeeiceec e, 65
network

CIrcUIt fileS....uveeeiieeeeeee e, 33

usage files

USAEE SUMMAIY .ceiiiiiiiiiiiiiiiiiiiieeeeieeeeeeeieeeeeeenenenns 34
NEW NIFE ..eviiiiiee et 77
NEWS FElEASES....eeiivieeeeiiieeccieeeerteeeeetreeeeere e e saaee e 6
newsletters

agency publications .......cccceeveeriieeieeniieeneeee, 89

from external sources........cccccoeeeeeeciieeeciee e, 98
newspaper articles

agency head/executive level .........cccceeevveenenee. 13

newspaper clippings .....ccoceveveeeevieee e
non-paper-based records
non-permanent positions
non-represented employees

exonerated
personnel complaints........cccceevvieeiniciieeiiinennn. 67
unsubstantiated complaints.........cccccccuveens 67, 68
upheld
personnel complaints........cccceeevvieeecceeecnnenn, 68
non-retired employees
personnel record folders ........ccccoecvevevcieeecnnennn. 75

notes (shorthand/stenotype)......c.cceevveeeerecreeecnnenns 99
notices (informational) .......cccceeecieeeeiiiiiciieeeee. 99
notices of destruction.......c.cccovvveeviiinieniei e 94
numbered forms (accountable) .......cccceeeeurerennenn. 82
@)
office supplies

disbursement.......cccoccvveieviee i, 45

INVENEOIIS .eeiiiiiieieiie e 44
online

communications/advice .......cccceeevvreeeeecreeenveennne.

content management.........

ordering receipts ........cceeuveee.

routine agency information
operating SYStEMS.....covveiveerriieeeeneceee e
operations

administrative/routing .........ccceeeeveeeeeereeeeneeenne. 15
operations (general/routine)

policies/procedures........ccceevveevreeiiveenerenveennnnnn 19
operations(general/routine)

] 14 3RS 18
opinions (1egal).....cccccvverciieeciie e, 21
organizational charts ........cccecceveeeveee e, 14

organizational restructures (reductions in force)... 79
over-fill position
OVEITIME. ittt

INDEX TO: SUBJECTS

P

papers of executive direction ..........ccccoeeeecveeennnen. 12
parcels (land)

acquisition/purchasing ........ccccceevvveeveeecveescneenne. 39

INVENEOMIES ..eiiiiiieeeiiee e 41
parent/guardian permissions

11 T [ [T USSR 83
parts

disbursement.......cccoecvevieiiei i,

INVENTOMIES ...eieieee ettt
PASSPOrt COPIES coiiviiiiiiiiiiiiiic e,
patron/users (libraries)........c...........
PAY FANEE weveveeeiieerieenireeneeeieeereee e
payable/receivable relationship
payment

AL e [0 SR 56
payroll

certification......coccvevee e,

arNiSNMENtS ...ccccvveieciee e

internal revenue reports

FEGISTErS .uviviiiiieiieec e

reports....ccceeeenunenn.

LY 1= g U o LT PPPPPPPOt
performance audits........cccevveeriieiniieenieesee e
performance partnerships.......ccccoceeeecieeecieeeccnenn.
periodic printouts from database............cccueeuneee. 31
permissions

parent guardian (library) ......cccceeeeeriecieneccieeene 83
personal

holidays....ccuveieeeeecceee e 60
personal service CoNtracts .......ccveveeevveeveesireessieennne 7
personnel

action appeals

exit interviews
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[ Tole] o [PPSO URTOPRTRPRPP 76
FEPOIS c ot 77
personnel complaints
exonerated
non-represented employees..........cccocveeeunenne 67
represented employees ........ccoceeeveerieenieens 68
non-represented employees, recommendations
.................................................................. 68, 69
non-represented employees, resolutions .... 68, 69
non-represented employees, upheld................. 68
represented employees, upheld......................... 69
personnel record folders
non-retired emMployee.......cc.cceveeenierneeiiieniieenns 75
retired employee .......ceveeieeciiiiei e 75
photographs
agency forms/publications ..........cccccevveeueenne 82,89
used in publications.........cccccoveeeeiiee e 88
photographs (history files).......ccccooeevciieeecceeecnen. 11

physical plant systems

plain talk ......cccceevennennn.

plans
AdmMinNistrative......ooveevee e 15

plans (architectural/engineering)
construction/remodels

General Administration......ccocccevcveeveeinieennenne 27
non-general administration ............ccceeeuveeen. 28
major repairs/replacements........ccccoceevverveennnne. 29
reference Copies .....oovvvvvvveriiciee e 29
plans/planning
general/routine operations .........cceeeeveeiveeenneenns 18
strategic/agency-wide .........cceeeeeerveeieecireecneennne. 14
point-in-time (webpage/site)........cccevvveeervrenrerennnn. 87
policies
COMPIAINTS cevreeeciiieecee e 15

INDEX TO: SUBJECTS

executive/agency-wide.........coceveevieeeeeeeneennens 12
general/routinue operations...........cccceeeeveeunenen. 19
interpretations........ccccccii 22
meetings setting policy......ccccveeeecieeeciiee e, 11
papers of executive direction ........c.cccecevveeennennn. 12
statements......oeceeeiii e 11, 22
policies and procedures.......cccccvevveeeeecieeeeceeee e, 54
portfolio management.........ccccceeviieeeeciee e, 35
position
CRANGES ..eeeii et 77

Termination.....coeceeeriiee e 77
position eligibility worksheet..........ccccceevevveeenneenn. 75
posters (agency publications) ........ccccccveevuvenneen. 89,97
posts (social NetWOorking) .........cceevveerveeseeesiesineens 10
preliminary drafts .......ccocceeviiiiiiniieneceeeeeee 99
presentation/training materials

conferences/seminars/training courses....... 25, 26
presentations (videos/CDs/DVDS) ......cccccveeevveennen. 97
press releases
printing

requisition files ......cccccovceeeeecee e 56
procedure

data processing operating .......cc.ccceeveerveereennnnn. 32
procedures

ComMPlaints .o, 15

general/routine operations..........ccceeeeeevveeenneenns 19
proceedures

executive/agency-wWide........ccoceeeereeecreerreesneennnn.

prognosis for employee injury and illness
program listing......ccccceeeveeervnennn.
programs (history files)

project files

general/administrative .......cccccceeecieeecieeicieeniees 15

significant/historical ..........ccceeveeveeveecieeieereenens 19

Y2K/YEAr 2000 ....ooveveieererieseeeeeseeeeeeeeeeeesaeeenes 38
promotional events/campaigns.........ccoeuereruerierernns 5
promotional materials

conferences/seminars training courses.............. 25

conferences/seminars/training courses............. 25

grant funded deliverables.................

property (disposal/disposition)
public disclosure

lobbying report to Commission ........ccccceeevcvveenne 23

FEOUESTS e 86
public information office reference files .................. 6
public records

CONSEIVAtION ..t

conversion/digitization
dESTrUCLION coeveeieiieeiece e

MIgration .....cccceiiiii
records center transmittals/receivals................. 95
FEOUESES ittt 86
retention schedules/disposition authorization .. 96
transfer/donNation .......ccoveeveveeeeeeieeeieeeee e 96
TrANSITONY ceviiiieeeee e 99
public works
FEQUISITTIONS ..eeeiieeieieiiiieee et 54
publications
agency supplies
(o] == 1 4 (0] TSP PPPTPTPPPPPTPRE
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from outside SOUICES.......ccovveerieirieinieeieeeeee 98
master set (agency-created)......ccccoceveecveeennnennn. 89
PriNTING cooviieeee e 87, 88
purchase
Fo] ge 1= ST RTPR
requisition files ........ccoveeviiiniiiniieee
PUIChASiNG....ccuvieeeiiee et
QAUENONIEIES wvveiieecieesieee e
credit cards (agency) ....
equipment ......ccccvveeennn.
land parcels...............
ONliNE OFderS...ccvieeeeier et
SUPPIIES ettt 8
purchasing agreements ........ccocceeecveerveesieeenveeseeennnes 7
Q
quality improvement .......ccccccoeeciiiiiiee e, 13
quarterly petty cash reports.......ccccceeeeevccinieeeeennn. 52
QUESTIONNAITES ceeviiiiiiiiiiiierieeeeeee e e eeeees 20
R
rare book collections (libraries) ........ccoceeeeeuerenneen. 84
RCW (Revised Code of Washington) ...........cceeevenns 23
interpretations.........ccccccciiii .
reading files.......ccoovveeeecciii e,
re-appointment letters
reasonable accommodation (employees) .............. 62
receivable/payable relationship
recommendations (aUdits).........cceevveerveerieennne.
reconciliation statements (banking) .......cccceeuveneee. 50

INDEX TO: SUBJECTS

recordings (mechanical)......ccccceecveeeeciiiiccieee e, 99
FECIUITMENT e 80
reductions in force (employees) ........ccceeeveercveeenneene 79
reference files .....oouvveeeeei e, 20
reference files, public information office ................. 6
FEFUNAS .. 57
registered mail (logs/return receipts)........ccceeuvneen. 85
registers

(0T )Y/ o] | F USSP 71,72
registration (conferences/seminars) .........ccccueeuuee.. 25
reimbursement

TUITION cooeeee e 61
remodels (buildings/facilities)

General Administration ........coccceevvieeeneciee e, 27

non-General Administration.......c.cccceeevveeinnennnn. 28
rental agreemMENtS....cccveiieerieerieeree e e 7

repairs (maintenance)
buildings/facilities

major/replacements
minor/routine ................
equipment ....ccoceeereineeenne .
MOtOrvehicles ......oovevrieiiiiiiieecee e
report
PAYION et 72
PErSONNEN...cciiiiiiicciie e 77
FEVENUE.....eeiiiiiieeeeeiiiteteeeeeeebreeeeeesesnreeeeeeeeenans 54
(T 1= OSSP O PO POPRPPPRPPPRPRPRt 73
reports
accident/incident (no claim)......cccecveeveeveervennnns 24
agency publications .......ccccceeveeriiiiieeniieneeee, 89
from external SOUrces.......ccccevveveeevcieeeenier e, 98
grant funded deliverables...........cccccveeeerirennnen. 58
represented employees
exonerated personnel complaints...................... 68

labor union contracts/relations..........cccccoueeuue... 65
upheld
personnel complaints.........ccccceeeeiiiciiiieeneenn. 69

request

INfOrmMation......occveveiiiiece e 7

Proposal......ceccciiiieciee e 7

qualifications and quotations........c.ccccceeevveeenneen. 7
requests for information

8eNeral...cccoccceeeiciee e,

research materials
resumes received/applications

not interviewed .........ccccoeeveiiiiieei e 80
retired employees

personnel record folders ........ccceeeveiviiieeecieeens 75
retirement

eligibility .oooveeeee e, 75

eligibility .ooeveeeee e, 75

status Worksheet .......ccccevvcveeiviieenniieee e 75

verification

Payroll files.......oooeueeeeiiieeeeceeee e,

retrievals (records centers)
return to work

employee injury and llIness........ccccccvvveecvveeennneen. 70
revenue

AllotMENES..coiiiiieee 49

grants received by agencies.........cccccceeeecieeennnn. 59
Revised Code of Washington (RCW)...........cccueuuee. 23

interpretations.......ccccvveeeniiec e 11, 22
REP ettt s 7
RFQQ (Requests for Qualifications and Quotations) 7
roster of registrants .........cccoceeeeevieeecciie e, 25
routine

data SEtS i 38
routine information (agency operations) ............... 97
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FOUtiNg SHPS...cvveeeeiiie e 99
rules (agency)

development/enactment ........ccocceceveveeeveneennn, 13

iNterpretations.....coccvvveeee i 11
S
sale (state land).....cccceeecieeeeiieeeee e, 40
SAVINGS BONAS..cc.viieiiiiiiieeeeeeeeeee e 72
scan

account detail......coevviiiiiniien e,

system authorization requests
schedules

records retention.........cceceerieennenn.
scrapbooks (history files)
SCratCh rePOrtS....ccvccveeeciee et e
screenshot/snapshot ........cceeeeeeeveecee e e,
secondary (duplicate) Copies ......cccevvverveerrveereeennne 98
security (access/authorization)

buildings/facilities......c..ccvveiiveeeieeecieecee e, 42
security (surveillance recordings) .......cccceeeeevveeenns 42
seminars (agency organized) .....ccccccvveevveeeeiiieeeennns 25
SeNiority dates ....cccoecveeiciiee e 77
servicing

equipment ........cc.......

motor vehicles
SF-GEN-PUR 008
shared [€aVe.......c.ccevviiiiiriieeerec e
shelf list (libraries).......cccocveeeeiiiieeciecceeeeee e, 84
shipping (Mail) c...oeeeeiieiee e, 85
shorthand/stenotype notes.......ccccocevveeveecveenneeen, 99
site SUPPOIL files ..ccccvvveeciieeeiieeee e, 36
social NEtWOrKING.......ccoccvveveiiiieeeeee e, 10

INDEX TO: SUBJECTS

software
MANUAIS ... 36
review fileS......coovveciei e, 36
FEVIEWS . ciiiiiiiiiiiiiiec e 36
source

source records
imaged/digitized........cccccvevveieeiiecicee e
migrated .....cccooceeerriiieennnen.
space allocation plans................
spam (unsolicited email).............
special collections (libraries)
special needs

accommOdation.......ceeeeeerieenieenieeee e 62
SPECIfiCations .....eeveeiie e 37
speeches (agency head/executive level) ................ 13
staff Meetings .......oocvevvveeeiiiie 18
standards

MICFOTHIM e 90, 91, 92
state

employee

training and development files ..........c.c......... 26
State Auditor’s Office

audits/whistleblower investigations .................. 48
STAtISTICS coeeeeeeee e 15
STAtULES (e, 23

interpretations..........ccccccei, 11, 22
strategic Plans......cccvveecieeeceeeee e 14
student waiver of retirement plan..........cccccuue.n.e. 75
studies

grant funded deliverables.........cccccccvveeevierennneen. 58
studies (Major) ...cveceeecieecie e 14
subject files

eXeCULIVE 1eVEl .eouviiiieie e 14

ENEIAl.eeiiii e 20
substitute checks ......ccocceevieiniiiniiiieee 50
suggestions

EMPIOYE ..eeiiieeieeee e 17
SUMMATY reCOIAS .ovviiieiiiiiiieeeeecirree e e eeciaeeee e 57
supervisor copy

employee information File .........ccccoveeeiiieeennnenn. 74
supplies

disbursement

INVENTOII®S ..eeviiiieeeiie e
supply

FEQUISITIONS et 8
surveys (qUestionNaires).....cccccevveeveeesreeeveennns 15, 20

grant funded deliverables.............cccveeeeriennnnenn. 58
system

development .......ccccveviviii e 37

developmentdata .......ccccccveeiiiieeenciee e, 31

documentation .......cceeveeerieenieniieee e 36

T

team incentive program (TIP) ....ccccoevveeeiiieeeciiieeens 15
technical

assistance requests.......cccoevveecueenns

program documentation
telecommunications

reports and information..........ccceceeveeieiiee e, 46

service order reqUestS......cccvveveeeervveeeeseeeesneen 46
telephone

authorization requests ........ccocceeveeeveenieeeneenane 46
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DIl e 46

MESSAEES tevvieiiiiiiiiiiiiieieieieieieieeeiereeesesesesasasesenanans 46

SEIVICE OFErS ..eeeeieiieeiee ettt 46

SEIVICE FEOUESES ..eeeviieiriiiiieeeeereirreee e e e s rirereeeens 46
telephone 10gs ......covveiiiiiiiiiiieeeeeeeee 86
telephone Messages ......ccocveerieerieeiiieenieesieeeeee 99
terminations of employment

reductions in force......cccvvvvvneriieniieencieesieeenn

test data base files
time keeping (time and effort)
time sheets .....ccvvveeviievieneceece,
TIP (Team Incentive Program)
titles (ownership)

JANd e e 40

MOtOr VENICIES ..eeveeiieeiiiieeiee e 45
tOll free reportS.....ceeccieeecceee et 46
total wages paid.....cccccveeeeciie i 73
tracking SYStemMS ....cccccvveiivciee e 32
training

ANNOUNCEMENTS ...eviiierieeiieenee et ereesbeesreesaeeas

catalogs.....ccceveeneenne
completion dates

ateS i

evaluation report........cccoccveeevcieeecciee e, 81

files

(o101 1 o[- o] « S 81

FIYEIS e 25

PIAN e 81

SIgN-UP SNEELS...uvviieiiiciiieee e, 81
TraiNiNG COUISES...uuuviiiiiiiiiiiiiiirrrrrerreereeeeeereeeeeeeeeeeeees 25
training materials

conferences/seminars/training courses....... 25,26
Transitory records .....ooiivveeeccieeeccee e e ecee e 99

INDEX TO: SUBJECTS

transmittals
JELEEIS oo 99
reCords CENTEIS ....ccccuieieeiieeeeieeeeeteeeeeaee e e eveee e 95
travel
authorizations
F= o AVZ=] Lol =T ISR 55
expense payment files......cccccovceeeecieeecceee e, 56
EXPENSE VOUCNET ....ccceviiieiieeceee e 55
forms
A20 o e e
Ad0......oeen.
reimbursement
treatment for employee injury and illness ............. 70
tuition reimbursement........ccccoccveeeeceesciee e 61
U
under-fill POSItIONS......cccuviiieiiiieiiie e, 77
unsolicited mail/email .......cccoceviivvieiiiiiiieee e, 98
unsuccessful bids/proposals.........ccceeeveeieeiireennnenns 7
\Y
valid transaction files........ccccccoeeieiiiiiiiiieecieees 38
various miscellaneous deductions..........ccccuueeeeen.. 72
VEBA Documentation........uuuveeereieeiieeieieieeeeeeeeeeenennns 61
vehicles
accidents/l0gs/USage . .....cccveeereeecieeecieeeree e
disposal/maintenance/repairs/servicing..
title/OWNership .....cccveeeeeeeieceececceee e
vendor
history information.......ccccccoeveeiiiiiienniiieneee 51

PAYMENT ..ottt 56

payment information.........cccccceeeivieeicciee e, 56
VENdOr BONAS ...cevviiriiiiiieeiec e 7
video recordings

security/surveillance.........ccoevvveeeneeeenienieneenns 42
videos/CDs/DVDs (publications) ............c.c....... 89, 97
A o1 el=T 00 F= 1| FS Y 46,99
voluntary employee beneficiary association .......... 61
VOIUNEEET fil@S .uvvieieiiiieiecee e 77
voucher

disbursement

[0 10T ¢ 1= 1 S PRSI
w
WAC (Washington Administrative Code)

development/enactment ........ccoccoeeveeevrcveneennnnn 13

interpretations........ccceeeeeeiiiiiiiieeee e 11
WAL FEPOIM ittt 73
waivers (liability, insurance, hold harmless)............. 7
warrant

€anCellations.....occeeveeereeniieceeee e 72

(=T ) =] USRS 57
WATTANTIES c.eeeeeeeiiieeeree e s 7

Washington Administrative Code (WAC)
development/enactment

interpretations......ccccccc
Washington State

Archives (records transfer) .......cccccoecvveeeeiieeennee. 96

standards (microfilm) .......cccccoociieeeiiiececiee e, 92
water rights (state land).....ccccocevveceeiceeeeeeee, 41
webpage/site

AZENCY AAAIESS c.eeveeieeeieeeieeeee e 97
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online content management.........cccccccuueee.. 10, 87 working files
whistleblower investigations ..........cccceecveeeicieenns 48 AadMiNistrative.......ceeeciee e,
WOTK Fil@S et 38 QUAILS cteeie e
WOPK PlANS ..t 15 budget preparation ........ccccceeceeeeeciee e,
workforce planning (affirmative action WIEIEINES woeieiieeeiieee e
plans/goals/reports) .......cocvveverereeieiereenieneene. 62

Y

Y2K/Year 2000 project fileS.......cccevevvveeecreerireeneeens 38

year-to-date cost reports
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